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ABSTRACT 

A JTPA/FEL (Job Training Partnership Act/Family 
English Literacy) demonstration project is reported that involves a 
partnership between the Lao Family Community (LFC) of Minnesota, the 
City of St. Paul, and St. Paul Public Schools/Adult Basic Education. 
The goal is to provide workplace literacy instruction to refugees 
with limited English proficiency to enable them to become 
economically self-sufficient as quickly as possible. Most of the 50 
participants served at any one time arr Hmong refugees (60% women) 
with less than 2 years in the United States. Four levels of 
English-as-a-Second-Language (ESL^ instruction are offered, with each 
course lasting 11 weeks. The curriculum content includes workplace 
field trips, use of native language for cultural discussion of 
appropriate workplace behavior, emphasis on workplace document 
literacy, simulations and classroom activities, reinforcement of oral 
language and basic literacy skills taught in other program courses, 
and curriculum adaptability to different jobs. Seventeen key 
competencies are identified. Instructional units are included in this 
report. (Adjunct ERIC Clearinghouse on Literacy Education) (LB) 
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INTRODUCTION 



PROGRAM OVERVCN 

The Lao Family Conmunlty of Minnesota JTPA/FEL (Job Training Partnership Act/Family English 
Literacy) demonstration project Is one of four demonstration projects funded in April 1988 
through the U.S. Department of Education and the U.S. Department of Labor. The goal Is to 
provide workplace literacy Instruction to refugees with limited English proficiency which enables 
them to become economically self-suffleisiit as soon as possbie. 

The project serves 50 refugees at any point In time. The participant population Is primarily 
Hmong. All clients are considsred candidates for employment. About two-thirds of the 
participants are new arrivals who have been In the U.S. less than 24 months. Their ages range 
from 19-45 with the majority failing between 25 to 35 years of age. About 60X are women. 
Approximately 20% have 0 to 6 years of education In their own country. Work experience 
Includes primarily unskilled Jobs such as farming, military, or taxi driving. Other work experience 
Includes small business management and grade school teaching. 

This project involves a partnership between Lao Family Community (LFC). the City of St. Paul, 
and St. Paul PubOe Schools/Adult Basin Education. Staff are either bilingual or have extensive 
experience In blimguai programs. The average teaching experience Is 15 years, in addition to 
teaching the classes, the teachers' responsibilities hciude visiting work-sites, discussing 
individual participants' goals and progress with case managers and Job developers, attending 
training activities, lesson planning, curriculum development, recruiting new participants, and 
record-keeping. 

Four levels of ESL Instruction are offered. The JTPA/FEL workplace literacy classes are 
available to students with MELT Student Performance Levels of IV, V, and VI. The workplace 
literacy classes are scheduled for one hour a day, four days a week. Each course lasts one 
quarter. The courses are outlined below: 



LFC COURSES 



LEVEL 


MELT SPL'S 






SCHEDULE 




CONTACT HRS 


1 


O/I 


3 


hra . 


X 3 days x 11 


vka. 


99 


2 


II/III 


3 
4 


hra . 
hrs. 


X 4 daya x 11 
or 

X 3 daya x 11 


vks. 
vks. 


132 
132 


3 


IV 


3 


hra. 


X 4 days x 11 


wks. 


132 


4 


V/VI 


3 


hra. 


X 5 days x 11 


vks. 


165 


Vorkplace 
Literacy 


IV/V/VI 


1 


hr. 


X 4 days x 11 


wks. 


44 
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PROCESS.OF CURRICULUM DEVELOPMENT 



The LFC workplace literacy curricutuin It competency-based. In keeping with a 
competency-based approach, the currlculuffl development consisted of four steps - needs 
assessment, Identification of learning outcomes, development of Instructional units, and 
evali*atlon of student learning. The curricuiuffl was developed through the Jomt efforts of 
staff from LFC and St. Paul Public Schools/Adult Basic Education and Northwest Educational 
Cooperative (NEC). 

The needs assessment phase consisted of reviewing results from workplace literacy surveys 
conducted In the Minneapolls/St. Paul area, visits to participating employers, and Interviews with 
Job developers. The assessment Indicated that participants would :'!rr.y be placed Into four 
areas - assembly. Industrial sewing, food service/production and housekeeping. Literacy needs 
for the Jobs were primarily workplace docunents, such as schedules, forms, and signs. Training 
manuals were used In a few workplaces, however, the training Itself was conducted primarily 
through demonstration with verbal explanations. Prose Bteracy was minimal. 

The curriculum development team met to Mentlfy the competencies and establish the format and 
content of the Instructional units. The curriculum and. the achievement test were drafted by 
the NEC Consultant and field-tested by the instructional staff. Upon completion of the 
field-testing, the team met to revise and finalize the curriculum. 



CURRICULUM CONTENT 

In order to be effective, a curriculum must meet the unique needs of Its students and the 
community as well as address the special program characteristics. Special features of the LFC 
curriculum are: 

1. utilization of field-trips to create an awareness of the U.S. 
workplace. 

The majority of the students have not seen a U.S. workplace. Therefore, It Is difficult for 
teachers to establish a context in the ciassrom In which to practice the literacy 
skills. From the students' perspective. It is difficult to transfer the newly acquired skills 
to the workplace. The program creates this awareness of the workplace by taking 
participants to a minbnum of three worksites and discussing the nature of the workplace. 
Jobs, and language requirements with them. 

2. Use of participants * native language for cultural discussion of 
appropriate workplace behaviors. 

Employers Indicate that Southeast Asians often lack a knowledge of appropriate U.S. 
workplace behavior, such as asking clarification questions and recognizing safety hazards. 
The native language is used to present Important Information, check that the information 
Is understood, and facilitate discussion. Given the limited English o^ the participants, this 
can only be done In the native language. 

3. Emphasis on document literacy. 

The needs assessment Indicates the importance of workplace documents. In fact, the 
literacy requirements of common entry-level Jobs are often limited to documents. Because 
document literacy is often not taught m general ESL courses, there is a great need to 
teach It. 
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4. X«inforG0m»nt of workplMet lit0raey skills *nd b^hMvior through 
simulMtiona and cltaaroom «ctiviti«5 

Workplac ) documantt are Introduced, practiced, and then reinforced throughout the 
remainder of the course. For example, work schedules may bo taught In Week Two. 
Throughout the remainder of the couree, the Class Schedule Is then posted weekly. 

5. Rtinfore^mant of orul l*ngu*g0 mcT basic lifracy skills taught in other 
program Goursns. 

Each Instructional unit Identifies basic Hteracy skills which have been taught in previous 
courses. These skills are then reviewed and practiced In a workplace context. 
Instructional units can also be sequenced by the teachers to facilitate coordination of 
topics among courses and to provkle maximum reinforcement. 

6. Curriculum sdsptsbility to diffsrsnt Jobs, 

The currtculufii competencies are applicable to many entry-level jobs. Teachers can easily 
adapt these competencies to specific Jobs by incorporating job specific vocabulary and 
actual workplace documents into their lesson plans. 



The curriculum consists of sixteen literacy-related competencies. In addition, there Is one 
competency which Is related specifically to workplace behaviors. This final competency 
addresses one major problem which faces the target participant population - the lack of 
appropriate workplace behaviors. While the lack of oral and written English skills can cause 
problems on the Job. the lack of appropriate cultural and behavioral skills can also cause 
problems. 

The last competency addresses the need for social language on the Job. A common problem 
expressed by employers and English speaking co-workers Is the lack of social language or 
Inappropriate social language. Given the limited tbne for the course, the curriculum has Included 
only th^ most Important behavior-directed competency. Additional competencies can be included 
when the need arises (n further classes. 

Of the seventeen competencies, seven have been identified as "key". A key competency Is one 
which Is considered to be essential for successful employment and Is, therefore, tested at the 
end of the course. On the foltowing page Is a complete list of the competencies. The key 
competencies are Indicated by an asterisk and are In bold print. 
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.LFC COMPETENCY LIST 



A. WORKPLACE LITERACY 

•1. Conplate t standard jlob a^pBeetion without assistance. 
2. Read a map ana diroctlons to a workplace. 
•3. Road woric schedJes and KJentify days and ^ititfts to be worfced. 
*4. Read task asslgnmsnts and verify duties to be performed. 
*5. Read a tkne card. 
*6. Read an inventory or order fora. 
*7. Compute the number and doKar value of pleceworic. 
*8. Compute the amount and value of overtfene worked. 

9. Read exantptlons on a W-4 form, gross and net pay on a paycheck, 
and Identify any errors. 

10. Read the names of common departments. 

11. Read Instructions to do a task. 

1 2. Fill out a supply request form. 

13. Complete a form to request time off. 

14. Read safety signs, Instructions, warnings, and cautions. 

15. Fill out an accident report form. 

16. Identify occupations which are personally interesting. 



B. WORKPUCE BEHAVIOR AND COMMUNICATION 

17. identify appropriate topics for social Interaction with co-workers. 

ERIC iv 



Workplace Visits 



Ths workplacs visits are an Important part of the eurrlculuni and prograin. These visits provide 
students with the opportunity to see different workplaces where they might be placed In 
on-the-job training situations or may actually be placed In Jobs. These visits provide the 
context for career and Interest exploration as well as a context for language practice. 

Three classroom hours are used for each visit. The first Is to prepare for the first; the 
second Is for the actual visit, and the third is for a discussion of the visit. 

The follov'ing chart summarizes some common activities for a visit. 



Native Language English 



Prepamtion 


A 


TvDA of comoanv 


A 


Job titles 


for the visit 


A 


Types of Jobs 


A 


Karnes of dep9rtments 




A 


Re ason f o r the visit 


A 


Names of products 








A 


Location 










(Refer to Instructional 










Unit #2) 


The Visit 


A 


Important information 


A 


Employer information 




A 


Learners ' quest ions 




about workplace 








A 


Signs and forms 


Post visit 


A 


Discussion: 


A 


Review of information 






* sts' impressions of 




presented In English 






JnbSi duties » and 




during the tour 






workplace 


A 


Review of any written 






* sts* preferences 




materials given during 






for working for such 




the tour 






an employer 


A 


Review of names of Jobs 










and Job tasks 



CURRICULUM FORMAT 

One Instructional unit has been written for each competency. These units Identify the language 
content, recommend resources, and make suggestions for Instructional activities. The 
components of each unit are: 

Competency. This Is a demonstrable skill which the learner should be able to perform after 
the lesson is completed. 

Prerequisites. These are basic literacy skills which have been taught in other 
courses and are required If students are to be able to master the workplace literacy 
competency In the available time. These skills are listed on the following page. 
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1. Alphabet - names of letters and sequence 

2. Numbers 

3. Addition, subtraction, multiplication, division with a calculator 

4. Fractions (1/2) 

5. Analog and digital time 

6. Dates (June 10, 1988: 6/10/88) 

7. Uotiey 

Situations. One or two suggested situations for providing a context for the instructional 
actlvltle& are given. 

Yextbook References. The references listed are merely suggestions. The teachers should 
decide which materials are relevant to their particular students. Although a variety 
of materials for woricpiace instruction are available, LFC has selected these: 

English ThMt Works , Books 1 snd 2, K. L. Ssvsge, 9t. *1. Glenview.IL: 

Scott'FortsmM, 1982. 
Project Work English Ganaral VESL Curriculum . L. Mrovicki, et. 

si., Arlington Heights, IL: Northwest Educetionel Cooperetive, 

1984. 

Speeking Up At Work . C. Robinson end J. Rowecemp, New York: Oxford 

University Press, 1985. 
Tour First Job. D. W. Prince end J. Gege. Englevood Cliffs, NJ : 

Prentice-Hell, 1986. 



Workplaca Resources. These are actual woricslte materials which can be used as teacher 
resources or as student Instructional materials. These materials are found In a supplement. 

Vocabulary. Categories of vocabulary or actual words are listed. 

Grammar. Grammatical structures Important to the competency are listed. Because of the 
limited time of the course, It Is assumed that students have studied these structures 
prevbusiy and ara now ready to practice them In the context of the woricpiace. Not all 
lessons have grammatical structures listed. 

Notes. Background information for the teacher has been listed when It Is Important. Space 
has been left for staff to Include additional notes. 

Native Language Discussion. The outline lists basic points of Information to be covered In a 
short lecture format. Questions which checic comprehenston and which also facilitate 
discussion are listed. This section Is a vital component of almost every Instructional unit 
because it sets a context and provides Important concepts for the English instruction. 

Worlcplaca Literacy. This component of the lesson presents and practices the literacy siclils. 
Suggested activities for setting the context, Introducing the language, practicing the 
language, and extending the literacy sicllls are given. As with the native language section, 
these activities are a guide - each teacher has the option of developing his or her own 
instructional activities to meet the students' needs. 
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MSTRUCTIONAL SEQUENCE 

The instructional units can be sequenced in a variety of ways. Because the units are 
self-contained, teachers have the option of sequencing the competencies according to the 
students' needs, the difficulty of learning, and the scheduling of the field-trips. During the 
field-testing, the competencies were taught in the order of their listing on the previous page. 



STUDENT EV« LUATION 

Student evaluation talees place on an ongoing basis using the competency checklist and at the 
end of the class using the Achievement Test. During the class, the teachers evaluate students 
performance in class after an instructlonal unit is completed. The degree of performance Is 
noted on the checklist. Each student has a checklist which is kept in his or her file and Is 
available for review by the student, job developer, and other staff. 

The Achievement Test Is a hands-on, individually acfanlnlstered test. It measures a student's 
performance of the seven competencies which staff Identified as being the most Important to 
the types of available Jobs. The test, instructtons for adtnlnlstration, and passing scores can 
be found on pages 36 - 37. 
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INSTRUCTIONAL UNITS 



INSTRUCTIONAL UNIT # 1 



COMPETENCY: Complete a standard Job application without 

assistance. 



PREREQUISITES: 

All sections of the application have been taught previously. 
SITUATIONS: 

1. A Job developer/employment counselor takes the student to a 
worksite to complete an application. 

2. A student hears about a Job from a friend and goes to apply. 



TEXTBOOK REFERENCES: 



English That Works . Book I pp. 3-32 

Sample Application Form from the Project Work English General 
VESL Curriculum, pp. 144 & 145 



WORKPLACE RESOURCES: 
See Appendix A, 1.1, 1.2, 1.3 



NOTES: 



It Is Important to know the work history of each student: 
previous Jobs held, duties, etc. 



o 
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INSTRUCTIONAL UNIT #1 



Native Language 
Discussion 

OUTLINE 

It is possible that students msy 
not b0 sble to ssy in English which 
Jobs thsy hsv0 had and whst skills 
wsrs involved. Review their work 
history end determine if they can 
des^cribe it in English. 

There ere some questions which 
mpplicmnts need not etiswer unless 
the questions ere directly related 
to the Job. These questions relate 
to: 

^ age 

^ height 

^ religion 

^ marital status 

^ pregnancy 

^ criminal record 



Workplace Literacy 



TEACHING SUGGESTIONS 

1. Ask background questions. 
Which Jobs hav0 you had? 
Which Jobs «rou7i you like? 

2. kitroduee the general application. 

Ctn you fill it out? 

Do you have any questions? 

3. Students flU out the application. 



EXTENSION: 
After each worksite visit, 
students fill out an application for that 
site. 

(Make sure sts. understand that this Is 
only practice!) 



DISCUSSION 

1. In a Job interview, personnel 
asks you what religion you 
belong to. What can you say? 

2. 7ou are applying for a Job which 
requires working with chemicals. 
The Job application asKS if the 
applicant is pregnant or will 
become pregnant. How can a woman 
answer this question? 
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INSTRUCTIONAL UNIT #2 



COMPETENCY: Read a map and directions to a workplace. 
PREREQUISITES: 

Familiarity with street names In St. Paul and Minneapolis - 
Level 1 

SITUATIONS: 

1. A worker makes an appointment for a Job Interview by phone. 
Directions to the worksite are given. 

2. A worker Is asked to deliver something to another location. 
He Is given written directions. 

WORKPLACE RESOURCES: 
VOCABULARY: 

North, South, .'^st. West, blocks, expressways, common 
streets 

GRAMMAR: 

Simple Imperative. 

NOTIS: 

This init Is addressed before each worlcsite visltl 



_J 



INSTRUCTIONAL UNIT #2 



Native Language 


woiKpiace Liieracy 


Discussion 






TEACHING SUGGESTIONS 




1. Background questions. 

Do you knov vher* -"(company) 

is? H*v you 0v«r been there? 




2. Map practice. 

Give students directions from the class 
iNindino to the wortq)lace. Have them trace 
the route on the maps. 




As an alternative* give them written 
directions. 
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INSTRUCTIONAL UNIT #3 



COMPETENCY: Read work schedules and 
be worked. 


Identify days and shifts to 


PREREQUISITES: 




Days of the week - Level 1 
Times - Level 2 
Dates - Level 2 




SITUATIONS: 




1. A worker sees a work schedule for the upcoming week posted 
on a board. 

2. After being hired, a worker Is given a schedule. 


TEXTBOOK REFERENCES: 




Speaking Up At Work. pp. 12 & 13 




WORKPLACE RESOURCES: 




See Appendix A, 3. 




VOCABULARY: 




Shifts - day, evening (swing), night 


(graveyard) 


NOTES: 
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INSTRUCTIONAL UNIT #3 



Native Language 
Discussion 



OUTLINE 



It is importsnt to understand your 
ifork schedule Mnd to verify or 
clarify your hours. 

In many workplaces, you can request 
to change your hours. Workers with 
more seniority usually have the 
first option to change their 
schedule. 



DISCUSSION 

1. What would you do if you did not 
know your starting time for the 
following week? 

2. The supervisor says that she 
needs two more workers on the 
afternoon shift. 7ou want to 
work on this shift. What should 
you do? 



Workplace Literacy 



TEACHING SUGGESTIONS 
1. Write a class schedule on the board. 



M T W Th F S S 

ESL Class 9-/ J ?-a - - 

Workplace /-^ /-i /-i f-^ — 

Lit. Class 



2. Asic questions orally. 

Which days do you study? 
Which classes do you take? 
What time do your classes start? 
What time do your classes end? 
Tell me your schedule for 
Tuesday /Friday, 
etc. 

3. Do the exercises In speaking Up At Worlc . 

4. Ask students to write their own schedules 
for next week. 



EXTENSION: 

Put a schedule board on the vall. Each 
Friday, write the schedule for the 
following week. 



INSTRUCTIONAL UNIT #4 



COMPETENCY: Read task assignments and verify duties to be 
performed. 



PREREQUISITES: 



SITUATIONS: 

1. A worker reads a task schedule to see which department he Is 
assigned to on a specific day. 

2. A worker receives a memo regarding task changes. 



WORKPLACE RESOURCES: 



GRAMMAR: 

Simple Imperative 

Polite requests "Would you..." 



NOTES: 
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INSTRUCTIONAL UNIT #4 



Native Language 
Discussion 

OUTLINE 

An employer or supervisor mey esk 
s worker to chenge depertments or 
Jobs. It is importent for e worker 
to be flexible. The more flexible 
s worker is, the better will be 
the chence for promotion. 

While flexibility is important, 
the worker should speek up if he 
or she does not went to chenge the 
tasks. The worker should explain 
the reasons for not wanting to 
change. 



DISCUSSION 

J. Why would an employer or 
supervisor ask a worker to 
change departments? 

2. If you operated a machine and 
your supervisor asked you to 
work in the painting department 
and paint fumes give you 
headaches, what would you do? 
What would you say? 

3. If you worked the day shift and 
the supervisor asked you to 
work the night shift, what 
would you do? What would you 
say? 



Workplace Literacy 



TEACHING SUGGESTIONS 

1. Background questions. 

Did Mny students work in any Jobs 
vhT0 their duties changed? How vere 
they changed? 

2. kitroduca task assignment chart. 
Write a chart on the blackboard. 
Ask oral comprehension questions. 

Who passes out the books? What does 
do? etc. 



Exuple: 



Task Person 
Pass out books. 
Take attendance. 
Akihatottze tin cards. 
Distrbute paper and pencils. 
Arrange classrooa furniture. 
Check KVPltes. 
Clean the blackboard. 



3. Write a new task assignment chart on the 
blackboard. Students read the chart and 
perform the tasks. 



EXTENSION: 

Do a weekly task assignment chart. As an 
alternative, write a memo In which the task 
assignments are given. 
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INSTRUCTIONAL UNIT #5 



COMPETENCY: Read a time card. 



PREREQUISITES: 

Alphabet - Level 1 

Analog & digital time - Level 2 

Dates - Level 2 



SITUATIONS: 

1. A worker locates his time 
punches In. He checks his 

2. A worker writes down the 



card In the time card rack and 

card to review his hours. 

time he started on a sign-in sheet. 



TEXTBOOK REFERENCES: 

Speaking Up At Work , pp. 33-37 
English That Works I. pp. 135-143 
Your First Job, pp. 45-47 



WORKPLACE RESOURCES: 

See Appendix A, 5.1, 5.2, 5.3. 



VOCABULARY: 

Time card, time clock 
Punch In, punch out 



NOTES: 

Most workplaces will have time cards which workers punch In and 
out. Personnel total the number of hours worked and determine 
the pay. 
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iNSTRUCTIONAL UNIT # 5 



Native Language 
Discussion 



OUTLINE 



It is important that s worker punch 
in. If he forgets to punch in, he 
might lose pej. If there ere eny 
problems, he should talk to his 
supervisor. 



DISCUSSION 

1. A worker wents to punch in but 
he cen^t find his time card. The 
shift is going to start very 
soon. What should ht do? 

2. The time clock is broken. What 
should the worker do? 

3. A worker sees that tAetxe is a 
mistake on his sign-i:t sheet. 
What should he do? 



Workplace Literacy 



TEACHING SUGGESTIONS 



1. Badcv'ound question. 

Hav9 you 0v«r vorked in the U. S. ? 
Did fou hsv * time card or did you 
sign in? 

2. WHta a ttaw sheet for the day on the 
bladcboarcL 



AM 

in out 


PM 

In out 


Total 
Hours 

































3. FIR In the tbne sheet for each student. 
Sts. calculate the number of hours. 



4. Ask comprehension questions. 

What time did come in? 

What time did leave? 

How many hours was here? 

5. Do exercises from the texts. 



EXTENSION: 

Students fill In their hours on a sign-in 
sheet each day or they punch in on a 
time dock. Have students keep their card 
In alphabetical orderl A t the end of each 
week, they calculate their hours. 



r ^ 
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INSTRUCTIONAL UNIT # 6 



COMPETENCY: Read an Inventory or order form. 



PREREQUISITES: 

Numbers - Level 1 

Addition and subtraction - Level 1 

Dates - Level 2 



SITUATIONS: 

1. A worker counts the number of Items produced and writes the 
number on a form. 

2. A worker is In charge of Inventory and he or she must total 
each Item at the end of the day. 



TEXTBOOK REFERENCES: 

Refer to Task Performance activities In Appendix B. 



WORKPLACE RESOURCES: 



VOCABULARY: 



Item, quantity, number (no.), weights (oz., lb), measurements 
(inches and feet) 



NOTES: 
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INSTRUCTIONAL UNIT # 6 



Native Language 
Discussion 



Workplace Literacy 



OUTLINE 

An employ T k0eps track of tha 
inventory so thmt hB or Bh0 does 
not run out of supplies. The 
employer does not went too much 
inventory; neither does he or she 
went too little. 

If the Job enteils production 
or is peid by piecework, the 
amount of production is recorded. 
Sometimes, a worker ^s pay is based 
on the production of items which 
meet the quality standards. While 
speed of production is important, 
so is the quality. 



I. 



DtSCUSSiON 

Why does an employer keep track 
of inventory? 



2. Would you like to be paid on 
the amount of work you produce? 



TEACHING SUGGESTIONS 

1. Background questions. 

Did you ever have a Job in which you 
had to total the amount of work you 
produced? 

Think about our class. We take 
attendance every day. Why is the 
total number of sts. important to 
the agency? Why is the total number 
of hours a student attends important 
to the agency? 

2. Writs a basic fom on the blackboarcL Ask 
coinprahdnslon questions^ 

EXAMPLE: 





may wornoH 




IT01 OTY 






S5 ML 






215 go 


23-2 












zsoz 










SLnaviior 









3. Select a task from Appendix a 



EXTENSION: 

Maintain an Inventory form for all supplies in 
the class. Assign a student to total the 
supplies at the end of each week. 

Assign a student to total the number of 
hours each student attended class each 
week. 



'ERIC 
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INSTRUCTIONAL UNIT # 7 



COMPETENCY: Compute the numi-^er and dollar value of piecework. 



PREREQUISITES: 

Numbers - Level 1 
Multiplication - Level 2 
Money - Level 1 



SITUATIONS: 



1. A sewing machine operator Is paid by the number of garments 
she produces. 

2. An agricultural worker Is paid by the amount of crops which 
he harvests. 



WORKPLACE RESOURCES: 
See Appendix A, 7. 



VOCABULARY: 

Amount, total, number (#, No.) 



NOTES: 



6 
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INSTRUCTIONAL UNIT # 7 



Native Language 
Discussion 



Workplace Literacy 



OUTLME 

Th0 mmployr sets the value on e 
product end the vorker is peid iy 
the number he o« she produces. 
Often the number of products is 
recorded by the worker end checked 
by M supervisor. Sometimes the 
supervisor does the counting end 
recording. 

A product which is substandard 
often does not count. 

Bath speed and quality are 
important. 



orscussioN 

1. What are the advantages of 
being paid by the amount 
produced? The disadvantages? 

2. Vould you like to be paid by 
the piece or by the hour? Why? 



TEACHING SUGGESTIONS 

1. Background questions. 

Have you ever been paid by the 
piece? Do you know of anyone who 
J^as? 

2. Wrtto a basic fonn on ths blackboard and 
ask comprehension questk>ns. 

Exair4)le: 



No. of pieces 


Pi-lce Total 


5 


$.25 


50 


$.75 


120 


$1.38 


75 


$6.90 


TOTAL: 



3. Sotect a task and have students calculate 
the value of the pieces produced. 



r ^ 
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INSTRUCTIONAL UNIT #8 



COMPETENCY: Compute the value and amount of overtime worked. 



PREREQUISITES: 

Addition - Level 1 
Multiplication - Level 2 



SITUATIONS: 

1. A worker does a few hours overtime and he computes the 
amount of money he will get. 

2. A worker receives his pay and he canputes the value of the 
overtime to verify that the amount Is correct. 



TEXTBOOK REFERENCES: 

Speaking Up At Work , pp. 33-37 

WORKPLACE RESOURCES: 
See Appendix A, 8. 



VOCABULARY: 

overtime, holiday pay 
double time, t ime-and-a-haif , 



NOTES: 



o 
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INSTRUCTIONAL UNIT # 8 



Native Language 
Disc ussion 

OUTLINE 

A standard work week is usually 40 
hours. In many places, additional 
hours sre called overtime. A 
worker receives more money for 
overtime. Usually it is 1 1/2 times 
the hourly rate. Sometimes it is 
twice the hourly rate. This is 
called double time. . 



Workplace Literacy 

TEACHING SUGGESTIONS 
1. Background Questions. 

Ask students if they have ever 
worked overtime? How much was it 
worth? 



2. Prepare a grid on the blackboard. 
Students calcutato the value of the 
overtime. 



I 



"ERLC 



DISCUSSION 

1. If you are applying for m Job 
und you wsnt to find out sbout 
overt im0 policy, vAat do you 
ask? 

2. If you want to work overtime, 
what do you do? 

3. If there is some overtime work 
and many workers want it, what 
do you do? 

4. How do you think a company makes 
a decision about who gets 
overtime? 

(The decision often depends on 
who wants it and who has 
seniority. ) 

5. If a worker earns $5.00 an hour 
and he or she works overtime and 
gets time-^and-a-half pay, how 
much does he ea^n for four 
hours? Five hours? Ten hours? 
Two and a half hours? 



EXTENSION: 

Each week assign an hourly rate to each 
hour of class time. The class calculates 
the value of each student's hours. 
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INSTRUCTIONAL UNIT # 9 



COMPETENCY; 



flmd exemptions on a 4 form, gross and 

net pay on a paycheck and identify any errors. 



PREHEQUISITES: 

Numbers — Level 1 

Dates - Level 2 

Money - Level 1 

Addition, subtraction - Leve 

Multlpl Icatloh - Level 2 

Division - Level 3 



SITUATIONS: 



I 1 



1. A worker reads his paycheck to determine what the take-home 
pay Is and how much money was deducted. 

2. A worker determines If enough money Is being deducted for 
the state and federal income tcxes. 

3. A worker fills out a W-4 form upon being hired. 



TEXTBOOK REFERENCES: 

Speaking Up At Work , pp. 60-66, 104-107, 162-164 

WORKPLACE RESOURCES: Any actual paycheck stubs. 
See Appendix A, 9. 



VOCABULARY: 

W-4, gross pay, net pay, take-l-.ome pay, deduction, 
state Income tax, federal Income tax, FiCA, exemptions, 
dependents 



NOTES: 

The W-4 forms are very difficult to complete - bilingual 
assistance should be provided. Workers can change the number 
of exemptions and the amount of withholding If they feel their 
current deductions are too small or too large. 
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INSTRUCTIONAL UNIT #9 



Native Language 
Discussion 


Workplace Literacy 


OUTLINE 

An employ withholds money from s 
paycheck for stste end federsl 
income tsxes. The employer sends 
this money to the government. 

The government gives you 
exemptions for yourself end the 
people you support. For eech 
exemption, the government 
withholds e certein emount of 
money. 

The V-^ form identifies the number 
of ellowences end the emount of 
deductions. The form is 
compliceted- esk the bilinguel 
worker to help you. 

DISCUSSION 

1. Why will monoy be withheld from 
your paycheck? 

2. What does the employer do with 
your money? 

5. How many exemptions should you 
take? 

OUTLINE 
Deductions from a paycheck: 

* Withholding for Federal 
income tax 

* Withholding for state 
income tax 

* FICA - social security 

Other possible deductions; 
^ Retirement pension 
^ Insurance 
^ Union dues 

OtSCUSSION 

1. What are some deductions? 

2. What is your opinion about 
paycheck deductions? 


TEACHING SUGGESTIONS 1 

1. Background questions. 1 
What Jobs have you had? How many 1 
people do you support? What 1 
deductions were taken out of your 1 
paycheck? 1 

2. TMch key vocabulary words as sight 1 
vfords. 1 

3. Do exercises In the texts. 1 

EXTENSION: 1 
The class sets an hourly rate for 1 
attendance for each week. At the end of the 1 
week, the class determines the "gross" 1 
amount of pay, their number of allowances & 1 
deductions, and their "net pay". Students 1 
write their own paycheck stubs. 1 
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INSTRUCTIONAL UNIT # 10 



COMPETENCY: Read the names of common departments. 



PREREQUISITES: 



SITUATIONS: 

1. A worker Is looking for a particular department and 
has to read the overhead signs. 

2. A worker Is looking at a map of the workplace to 
Identify the location of a particular department. 



TEXTBOOK REFERENCES: 

Your First Job, pp. 64-67 
Speaking Up At Work , pp. 20-26 



WORKPLACE RESOURCES: 



VOCABULARY: 

Departr^'ints - personnel, shipping, packing, manager's 
office, supply, loading area, lunchroom, looker areas, 
quality control (Inspection), painting, assembly 



GRAMMAR: 

Prepositions of location. 



NOTES: 

In large open worksites, the names of the departments are 
often written on large signs which are hung from the ceilings. 
Many worksites have floor plans which contain the names of the 
departments. 
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INSTRUCTIONAL UNIT # 10 



Native Language 
Discussion 



Workplace Literacy 



OUTLINE 

Work areas ara divided into 
depsrtmenta. Common departments end 
their functions ere: 

i. personnel - handle payroll, keep 



2. 



3. 



4. 
5. 
6. 

7. 
8. 



benefit records 

manager's office - manage entire 

business. Sometimes the manager 

is the owner. 

training - train workers. 

Usually limited to major 

corporations or very large 

companies. 

supply - keep materials 
shop - produce goods 
packing - pack products & 
prepare them for shipping 
shipping - ship orders 
loading - load products onto 
trucks & receive incoming 
supplies 



Other common departments: 
9. assembly - put products together 
10. painting - products are painted 



Other common locations: 

11. lunchroom * (also called the 
cafeteria or lounge) 

12. locker room - workers change 
their clothes here 

13. restrooms 

14. first aid 

15. business office 



DISCUSSION 

Which departments would you like 
to work in? Why? 



TEACHING SUGGESTIONS 

1. Badcground Questions. 

Ask students the names of the 
departments in previous workplaces. Write 
the names on the board. 

2. write other names on the board and 
practice sight word reading. 

3. ritroduce floor plans and ask for the 
location of the departments. 

Example: 

Where is personnel? 

Next to the manager's office. 
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INSTRUCTIONAL UNIT » 11 



COMPETENCY: Read Instructions to do a task. 

PREREQUISITES: 

See the specific task In Appendix B. 

SITUATIONS: 

1. A worker Is given written Instructions to complete a task. 

2. A worker uses a manual to find out how to do something. 

COMPANY RESOURCES: 
See Appendix A. ll. 

VOCABULARY: 

See the specific task. 

GRAMMAR: 

See the specific task. 

NOTES: 
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INSTRUCTIONAL UNIT # 11 



Native Language 
Discussion 



Workplace Literacy 



omitNE 

Som9timea » worker uses » manual 
«. ^ find instructions sbout how to 
do something. It is very important 
that a worker understands the 
manual. If a worker has any 
questions, he or she should ask the 
supervisor or lead worker. 

Sometimes the instructions for 
operating a machine are written 
and displayed on the machine. 



DISCUSSION 

1. What would you do if you did 
not understand the written 
instructions to operate a 
machine? 

2. Why is a manual important? 



TEACHING SUGGESTIONS 

1. Background questions. 

Have students ever seen a manual? Do 
they have any machines at home which 
have wricten instructions? 

2. Choose a task from Appendix A. 

3. Review! any appropriate vocabulary. 

4. Pass out ivrttten Instructions and supplies 
to students. 

5. Sts. perform the tasks. 

6. Review sts' work. 

7. If appropriate, sts. read the written 
instructtons orally. Usten for mlscues. 



"ERIC 



22 



J.) 



INSTRUCTIONAL UNIT # 12 



COMPETENCY: FIN out a supply request form. 






PREREQUISITES: 






Numbers - Level 1 
Dates - Level 2 






SITUATIONS: 






1. A worker must go to a supply room and fill 
supplies. 

2. A worker needs supplies, fills out a form, 
the supplies. 


out 
and 


a form for 
someone gets 


TEXTBCX)K REFEREf4CES: 






Speaking Up At Work, pp. 47-49. 97-103 
Your First Job, 27 






WORKPLACE RESOURCES: 






VOCABULARY: 






Common supplies or tools. 






NOTES: 







ERIC 



INSTRUCTIONAL UNIT # 12 



Native Language 
Discussion 


Workplace Literacy 


OUTLINE 

Vorkers are axpectad to tMka th§ 
initimtiv and ap%mk up if th%y 
run out of supplies. It is usually 
th0 individual worker ^s 
responsibility to ask for mora 
supplies* 

Employers k^ep records of their 
supplies for many re4:sons: 

* the cost of supplies for an 
item helps in determining the 
price 

^ re**%^rdering before supplies 

run out 
^ monitor efficient use of 

supplies 

* cut down on waste or loss 

DISCUSSION 

1. Why do employers keep track of 
supplies? 

2. What would you do if you ran 
out of supplies? 

3. Who would you ask if you needed 
help? 

4. What would you do if you had to 
fill out a form which you did 
not understand? 


TEACHING SUGGESTIONS 

1. Background Questions 

What supplies did students use in 
previous Jobs? How did they get the 
supplies? What supplies are used in 
class? How are these supplies 
obtained? 1 

2. Draw a basic form on the blackboard. Ask 1 
oral comprohenslon questions, 1 

Example: 1 


PAAT3 REQUE;ir 1 

NO. 4^36 1 

RUSH TIMS FECSJVED. % 1 

DEPT. TlMSPILLPn 1 
P.N, ^ - ^» OTV II 

REQw'ESTEOSV QA7£ 1 
FILLED BY DATE NO. £c\T 1 


3. Do exercises from the textbook or use 1 
Task • 2 from Appendix A. 1 

EXTENSION: 1 

WrOalO a SUPpijr 1 OqUOsl TUrtn ino WlaoS* 1 

Each time a student needs a pencil, some 1 
paper, etc.» have him or her fill out the form, j 
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INSTRUCTIONAL UNIT #13 



COMPETENCY: Complete a form to request time off. 

PREREQUISITES: 
Dates •> Level 2 



SITUATIONS: 

1. A worker wants to take a vacation. 

2. There Is a death In the worker's family. 

3. There Is a birth In the family. 

4. The worker is movmg. 



TEXTBOOK REFERENCES: 

Speaking Up At Work, pp. 

WORKPLACE RESOURCES: 
See Appendix A. 13.1. 13.2. 



VOCABULARY: 

Types of leave 
Vacation 
Personal Day 



- maternity, sick, etc. 



NOTES: 



Vacation time on a new Job is usually 5 days after the first 
year. 
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INSTRUCTIONAL UNIT #13 



Native Language 
Discussion 


Workplace Literacy 




Aim hjp 


TcAwliNUi dUUvicSllUNo 


f 

i • 




1. Ask NcKgrouDd questions. 






^What J008 nave you ixaar wnat 






types or leave ciq you taKer now 


* • 


^ otumou GootpMnjr pv^iams 


oiu you JTtfQUtfsc a leaver 




TmOMn9ir\o dMV^s off 








2. ntroouco ino Torm. 






XxixS xaf a zornx wmcn you xxxx ouc 






ir/)#i] you want to caxa a leave. 




A V M t9 WAV «^ ^ V 0 








9« QUKi9CI rTaCIICO* 




y/2o to contact - personnel 








ASK cofiH^onorissQn ^uosiioriss 




^ When it is appropriate to 


1. What do you writer 




Msk (1-2 weeks before) 


ir« wnere oo you sign your namef 






p>« wnere oo you write zne oazef 


^ • 


Pnwihilli'v Mdditionxl 








Class eompldtes a form together for one 




Lue wnip^vjr 


St. In the class. 






Mtvidual sts. complete forms. 






^Tou want to take July 5 as a 




tardiness or absence 


vacation day. Fill out the form. 












EXTENSION: 


; 

* • 


Voiff* viffii is sfoino t.o ^lA^^e a 

4 V Li X Ir X X C7 X 0 ^ W A tiff t» V 4^ O r w CI 


* Obtain request forms from each 




baby n^xt v^eJc. Kou bavd beeii 


worKpiace visiiea. 




working at the company for 


* oxs. Till out reQUOSi Torms IT mey win oe 






aosent rrom class. 








2. 


Your cousin is coming to 






visit. Tou would like to spend 






timef with him. Tou have been 






working at the company for one 






month. 






What do you do? 




3. 


Tour wife called and your son 






went to the hospital with a 






broken leg. 






What do you do? 






INSTRUCTIONAL UNIT # 14 



COMPETENCY: Read Safety signs, Instructions, warnings, and 
cautions. 

PREREQUISITES: 
Dates - Level 2 

SITUATIONS: 

1. A worker sees safety signs In his work area. 

2. A worker sees safety posters in the lunch room. 

3. A worker reads Instructions about the proper use of a 
chemical. 

TEXTBOOK REFERENCES: 

Speaking Up At Work, pp. 61-67, 70-74, 87-89. 
English That Works, pp. 100-109 

WORKPLACE RESOURCES: 
See Appendix A, 14. 

VOCABULARY: 

Danger, Warning, Caution, Poisonous, Flammable, Combustible. No 

Smoking 
Types of Injuries. 

GRAMMAR: 

Simple Imperative, affirmative & negative. 
NOTES: 

Each workplace has Its own particular safety hazards and 
procedures for reporting hazards, accidents, and Injuries. 



o 
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INSTRUCTIONAL UNIT # 14 



Native Language 
Discussion 



OUTLINE 

Accidents & injuries can happen in 
any workplace. 90% of accidents are 
caused by people I 

A worker has a responsibility for 
his or her own safety and the 
safety of others. Hazards should be 
reported* 

A worker should read all safety 
signs and instructions* If a worker 
does not understand something, he 
or she should ask. 



DISCUSSION 

!• What accidents could happen 
at the agency? 

2. Were you nver involved in 
an accident at work? What 
happened? What caused the 
accident? 

3. What kind of accidents 
could happen to a 
seamstress? An assembler? A 
painter? 

4. If you cannot read a safety 
sign at work, what would 
you do? 



Workplace Literacy 



TEACHiNQ SUGGESTIONS 

1. Background Questions. 

Asic students what safety signs they have 
seen at the agency. 

2. Display signs or write signs on the board. 
Practice sight word reading. 

3. Introduce safety mstructlons and labels. 
Students silently read them and answer 
comprehension questions. 

4. Introduce policy statements from 
companies, students stlentty read them, 
and answer comprehension questions. 



EXTENSION: 

Students bring to class warning labels and 
Instructions from products found In their 
homes. (Cleaning products, paints, etc.) 
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INSTRUCTIONAL UNIT #15 



COMPETENCY: Fill out an accident report form. 

PREREQUISITES: 
Dates - level 2 

SITUATIONS: 

1. A worker reports a minor Injury to personnel. 

2. A worker Is seriously hurt and Is taken to the hospital. 

TEXTBOOK REFERENCES: 

Let's Work dafely, pp. 84-108 

WORKPLACE RESOURCES: 



VOCABULARY: 
Body parts. 

Types of common Injuries - cuts, burns, fractures, etc. 

GRAMMAR: 

Simple past tense. 



NOTES: 

All accident and Injuries should be reported Immediately according 
to the procedures established at the worksite. All workers are 
covered by Worker's Compensation which should cover the medical 
costs and lost salary. 
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INSTRUCTIONAL UNIT #15 



Native Language 
Discussion 




OUTLINE 

All Mccidenta »nd injuries should 
b't rep-irted immediately I If there 
is a union, there may be procedures 
for reporting accidents to the 
union as well as the employer. 

If an injury is not reported 
immediately, benefits from 
Worker's Compensation may be 
Jeopardized. 



DISCUSSION 

1. Did you know of anyone who got 
injured at work? What happened? 

2. Why should all injuries bo 
reported immediately? 



3. What kinds of injuries can 
happen to a machine operator? To 
a packer? To a seamstress? 

4. If you hurt your arm at work, 
what would you do? 

5. What would you do if you hurt 
your arm, had to go to the 
hospital, and could not work for 
two weeks? 



TEACHING SUGGESTIONS 



1. Badcground Questions. 

Ask students about any recent Injuries. 
What happened? 

2. Review body parts. 

3. Review types of Injuries. 

4. Use the text references to practice filling 
out forms. 

5. Read the company policies and asic 
students comprehension questions. 
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IHSTRUCTIONAL UNIT # 16 



COMPETENCY: Identify occupations which are personally Interesting. 
PREREQUISITES: 



SITUATIONS: 

1. A learner Is asked at a JTPA Interview to Identify 
occupations which are personally Interesting and to set a 

2. AaresEBTn^siecldes that he or she wants to go back to school. 



WORKPLACE/VOCATIONAL SCHOOL RESOURCES: 
Occupational brochures from St. Paul TVI. 

Some of these are: Apparel Arts, Restaurant and Hotel Cookery, 
Mechanlcfr'/Fabrlcatlon Welding, Major Appliance Repair, 
Electronic Technology, Clerk Typist/Off Ice Asslsatnce, MN 
Bilingual, Plumbing, Carpentry, Accounting Clerk, Clerical Data 
Entry, Machine Tool Processes, Pipefltting, Painting & 
Decorating, Construction Electricity, Auto Body Repair, Auto 
Mechanics, Bookkeeping Clerk, Cablnetmaking, Watch & Clock 
Repair, Truck Mechanics, Sheet Metal. 



VOCABULARY: 

Specific Jobs. (See above.) 



NOTES: 
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INSTRUCTIONAL UNIT # 16 



.anguage 



Workplace Literacy 



Native 
Discussion 

OUTLME 

1. Ask sts. about their interests 
end abilities: 

Whet ere interesting jobs? 
Whet Jobs do their families end 
friends have? 

Do they like-- 
working with their hands? 
working with machines? 
working with other people? 
working inside or outside? 

Do they - 
have good eyesight? 
have good hand-eye 

coordination ? 
have normal color vision? 
the ability to perform he^vy 

physical work? 
have any allergies or major 

physical problems? 

2. Introduce job brochures and 
briefly describe the job (See 
"Nature of Work"). 

J. Students look through brochures 
and select brochures which they 
are interested in. 



TEACHiMG SUGGESTIONS 



^. sts, say the names of tha occupations 
they aro Intorestsd in. 

2. Teach the names as sight vfords. 
Practice pronunciation. 

3. Assist sts. In readino the brochures, as 
appropriate. 



DISCUSSION 

1. Ask sts. which brochures they 
selected and why. 

2. Discuss specific career 
opportunities and goals. 
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INSTRUCTIONAL UNIT # 17 



COMPETENCY: Identify appropriate topics for social Interaction 
with co-workers. 



SITUATIONS: 

1. A worker enters the cafeteria during break and Is asked to 

Join a table of English-speaking workers. 

2. A worker Is assigned to a team of packers who make small 
talk while working. 



TEXTBOOK REFERENCES: 

Sp eaking Up At Work , pp. 1-5. 38-42. 57-60. 75-79, 108-111, 

165-168. 120-124. 



VOCABULARY: 

Family members, weather conditions, sports, common weekend 
activities, food 



GRAMMAR: 

Present tense, past tense 



NOTES: 



'It; 
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INSTRUCTIONAL UNIT #17 





Wn rknlacfi Literacy 


Discussion 




OUTLINE 


NOTE: 


Every culture hes topics which 
it considers appropriate for 
informal conversations. Americans 
often talk about: 


This unit does not have any specific 
language activities. The teacher may select 
topics to practice social language. 


1. their families 

2. the weather 

3. sports 

4. weekend activities 

5. shopping 
D* pets 




Some topics which are not 
considered appropriate are: 




1 . one 's age 

2. income 




DISCUSSION 




1. What are some common topics for 
conversation with an American? 




2. Have you ever had informal 
conversations with Americans? 
What did you talk about? 
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STUDENT EVALUATION 




LFC STUDENT COMPETENCY LIST 



Student's Name: 

Teacher: 

Date: 

Note the student's progress by writing the date of assessment In the correct column. 

0 > No response or student's response Is unintelligible or Inappropriate. 

1 m student communicates appropriately but pronunciation and/or gratranatlcal errors Inhibit 

effectiveness. 

2 • Student communicates appropriately and effectively. 



0 1 2 



1. Complete a standard Job appllcatton without assistance. 








2. Read a map and directions to a workplace. 








3. Read work schedules and Identify days and shifts to be worked. 








4. Read task assignments and verify duties to be performed. 








5. Read a time card. 








6. Read an Inventory or order form. 








7. Compute the number and dollar value of piecework. 








8. Compute the amount and value of overtime worked. 








9. Read exemptions on a W-4 form, gross and net pay on a paycheck, 
and Identify any errors. 








10. Read the names of common departments. 








11. Read Instructions to do a task. 








12. Fill out a supply request form. 








1 3. Complete a form to request time off. 








14. Road safety signs. Instructions, warnings, and cautions. 








15. Fill out an accident report form. 








16. Identify occupations which are personally interesting. 








17. Identify appropriate topics for social Interaction with co-workers. 
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Lao Family Community of MN ACHIEVEMENT TEST 



TESTER'S INSTRUCTIONS: 
PART I: Job Application 

INSTRUCTIONS: Giv0 each pmrticipMnt m Job application and ask them to 
eomplata it silently and individually. 



PART II: Work Schedules 

A. Work schedule 

INSTRUCTIONS: Write the participants ^ names on the work schedule. 
Participants silently answer the questions, 

B. work Schedule Procedures 

INSTRUCTIONS: Participants silently and individually read the 
passage and answer the questions. 



PART III: Tkne Card and Overtime 

INSTRUCTIONS: Ask participants to write their names on the time card. Say 
''This is your time card. Your regular work week is 40 hours long. You 
worked overtime. Answer the questions about your pay." 



PART IV: Task Assignments and Duties 

A. Department Assignment 

INSTRUCTIONS: Write the participants ' names on the grid. Participants 
silently answer the questions. 

B. Task Performance 

INSTRUCTIONS: 7ou will need to put the following supplies on a table: 
a small box 

5 boxes of paper clips 
5 writing pads 
20 pens 
20 pencils 

10 phone message pads 

Other assorted office supplies as available 
The student packing list must be in duplicate ^ the top is white 
with carbon paper and the bottom part is pink. 
Explain the task to the participant. 



PART V: Production Form and Computing value of Piecework 

INSTRUCTIONS: Explain the activity. Participants silently answer the 
questions^ 



r ® 
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SCORINQ 



PART I: 10 points maximum 

20 points - Completed all sections comprehensibly; no spelling mistekes. 
8 points - Completed ell sections comprehensibly; e few spelling mistakes. 
4 points - Completed sections comprehensibly; meny spelling mistakes. 
0 points - Did not complete all sections; one or more sections vere 
incomprehensible . 



PART II A: 12 points maximum (4 Items x 3 points) 

PART II B: 15 points maximum (5 Items x 3 points) 

PART III: 24 points maximum (8 items x 3 points) 

PART IV A: 12 points maximum (4 Items x 3 points) 

PART IV B: 12 points maximum (4 items x 3 points) 

PART V: 15 points maximum (5 Items x 3 points) 



TOTAL NUMBER OF POINTS ON THE TEST: 100 
PASSING SCORE: 70 
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PART I: JOB APPLICATION 



APPLICATION FOR EMPLOYMENT 

tPRI-iMPLOVMIMT OUHTIOMNAIRII UN EQUAl. OPPORTUNITY IMPLOVIIII 



VBHawivAb iiwruHiviATiiira 




DATE 


• 


NAME 




SOCIAL SECURrTY 
NUMBER 




PRESENT AOORESS 










■ Mt 


ITATC 




PERMANENT ADDRESS 








iturr— 


em 


RAtf 




PHONE NO. 


ARE YOU 16 YEARS OR OLDER 


Ymq Nan 





SPECIAL QUEST'^r^^lB 

CXD NOT ANSWER' AWV OF THE QUESTIONS IN THIS FRAMED AREA UNLESS THE EMPLOYER HAS CHECKED A 
•OX PflECE0IN|2 A QUESTION. THEREBY INDICATING THAT THE INFORMATION IS REQUIRED FOR A BONA FIDE 
OCCUPATIONAL QUALIFICATION. OR DICTATED BY NATIONAL SECURITY lAWS. OR IS NEEDED FOR OTHER 
LEGALLY PERMISSIBLE REASONS. = ui:u run u nc 



□ Height. 

□ Weight. 



.feet, 
.lbs. 



.inches 



□ What Foreign Languages do you speak fluently? . 

□ 



□ Citizen of US Yes 

□ Date of Birth' 

Read Write 



.No 



•T»» Agg Ditcnminatian in Emptoyirwnt Art on 967 prohibiU ducnmirwuon on th« b»&ii of mc with 
Inn AO but im chin 70 yaari of — 



to ndividuai* wtw arc ac 



EMPLOYMENT DESIRED 






POSITION 


DATE YOU 
CAN START 


SALARY 

DESIRED 


ARE YOU EMPLOYED NOW' 


If SO MAY WE INQUIRE 

OF YOUR PRESENT EMPLOYER'' 




EVER APPUED TO THIS COMPANY BEFORE? 


WHERE'S 


WHEN'' 



EDUCATION 



NAME AND LOCATION OF SCHOOL 



•no OF 

YEARS 
ATTENDED 



•DID YOU 
GRADLiATE? 



SUBJECTS STUDIED 



GRAMMAR SCHOOL 



HIGH SCHOOL 



C0U£6E 



TRADE. BUSINESS OR 
CORRESPONDENCE 
SCHOOL 



•Th« Age Oitcnminetion m Employmint Act of 1 967 prohibiu diKnmination on the bnts o* ege with 
than 70 ywrs ol age. 



ts mdivduals who arc at 



40butitss 



GENERAL 

SUBJECTS OF SPECIAL STUDY OH RESEARCH WORK 



Li C 



U.S MILITARY OR PRESENT MEMBERSHIP IN 

O NAVAL SERVtCE RANK NATIONAL GUARD OR RESERVES 

'ERIC TOM AfoAM SIM IM visio) tCONTlNUEO ON OTHER SiDEl ^^^^ y 



FORMER EMPLOYERS (LIST BELOW LAST POUR EMPLOYERS, STARTING WITH LAST ONE FIRST!. 



OATC 
MONTH AND VUP 



NaMC AND AOSRESa OF BMRiJVB) 



SAURV 



POBrrON 



REASON fOn LEAVING 



moM 



TO 



moM 



TO 



TO 



TO 



REFERENCES: give the names of three persons not related to you. whom ycxj have known at least one year 



NAME 


ADDRESS 


BUSINESS 


YEARS 
ACQUAINTED 


1 








2 








a 









PHYSICAL RECORD: 

00 YOU HAVE ANY FHVSICAL UMITATIONS THAT PRgXUOE VCU WOM PSifO»AmG Alit VWORK PDA WHJCH YOU ARE BEING CONSIOERa37 



OYw =No 



PLEASE DESCRIBE: 



IN CASE OF 
EMERGENCY NOTIFY 



NAME 



AOURCSS 



PHONE NQ 



-I CERTIFY THAT THE FACTS CONTAINED IN THIS APPLICATION ARE THUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE 
AND UNDERSTAND THAT, IF EMPLOYED. FALSIFIED STATEMENTS ON THIS AOPLICATION SHALL BE GROUNDS FOR DISMISSAL. 

I AUTHORIZE INVESTIGATION OF AVL STATEMENTS CONTAINED HEREIN AND THE REFERENCES LISTED ABOVE TO GIVE YOU ANY 
AND ALL INFORMATION CONCERNING MY PREVIOUS EMPLOYMENT AND ANY PERTINENT INFORMATION THEY MAY HAVE. 
PERSONAL OR OTHERWISE AND RELEASE ALL PARTIES FROM ALL LIABILITY FOR AfiY DAMAGE THAT MAY RESULT FROM 
FURNISHING SAME TO YOU. 

I UNDERSTAND AND AGREE THAT. !F HIRED. MY EMPLOYMENT IS RDR NO DEFINITE PERIOD AND MAY, REGARDLESS OF THE 
DATE OF PAYMENT OF MY WAGES AND SALARY. BE TERMINATED AT ANY TIME WITHOUT ANY PRIOR NOTICE" 



DATE 



SIGNATURE 





INTHRVIEWEO BY 


DO NOT WRITE BELOW THIS LINE 


DATE 






HIRED: a Y«8 c No 


POSITION DEPT. 




SALAPY/WAGE 


DATE REPOPTING TO VVOPK 




APPROVED- 1 


2. 3 




6MPtOYMeyT MANAGER 


0€PT w€AO 


G&4&)AL MANAGCn 



This form has beer designed to stnctiy comply with State and Federal fair emoiov'^^ent oractica laws oroHibiting emoiov'^ent discrimination Thu 
Application tor Emplovment Porm i) sold for general use througf«Xi. »^e United States TQPS assumes no 'esponsibilitv 'or the inclusion m said »orm of 
any Questions which, when asked by the EmDk)yer of the Job Applicant, may violate Ststa and/ or Federal Law 
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PART II: WORK SCHEDULES A: Work SchddUle 



SUPER 6 MOTEL 
WORK SCHEDULE 



FIRST SHIFT 
7:00 - 3:30 



SECOND SHIFT 
4:00 - 12:00 



MON 



TUES 



WED 



TH 



FR 



1. How many days Is the company open? 



2. How many days do you work? 



3. Which shift do you work? 



4. What Is your schedule on Wednesday?. 



'ERIC 
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PART 11: WORK SCHEDULES 
B: Procedures 



READ ABOUT THE COMPANY'S PROCEDURES. ANSWER THE QUESTIONS. 



ABC COOKIE COMPANT 
COMPANY POLICY 



We have three shifts. The day shift is from 7:00 AM to 3:30 
PM. The afternoon shift i? from 3:00 PM to 11:30 PM. The 
night shift is from 11:00 PM to 7:00 AM. The day and night 
shifts have a 30 minute lunch or dinner break. 



1. How many shifts does the company have? 



2. When does the day shift begin? 



3. When does the night shift end? 



4. How many hours Is the night shift? 



5. How long Is the lunch break for the day shift? 
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PART 111: A TIME CARD AND OVERTIME 



Write your name on the time card. 
Answer the questions. 



NAM! _ 























































i 


















r 



























M9X 



ts 

If 

6' 



1. How many hours do you work? 



2. How many hours did you work on Monday?^ 

3. How many hours did you work on Frlday7_ 
A. How many hours did you work this week7_ 



5. What time did you start work on Thursday?, 



6. You make $5.00 an hour. 

What Is your total pay for this week?. 



7. Your hourly salary Is $5.00 an hour. 
If overtime Is time-and-a-half , 
how much Is one hour of overtime? 



8. If you work two hours overtime on Saturday, 
how much will you make on Saturday? 



lERlC 
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PART IV: 

A. DEPARTMENT ASSiGlsMENTS 



Read the chart. Answer the questions. 



JOB SHEET - Sept. 6. 1988 
WOOD COMPANY 



WAMci DEPARTMENT 


O TTT5 WOT f T O <^T3 

bUFERVlQUR 


m 1^ o v o 

TASKS 


onipping 


BOO 


Sxixp 10 orders to 
Minneapolis . 


Assembly 


Mary 


Assemble 30 large 
bookcases . 


Packing 


Moua 


Pack 40 orders. 


Painting 


Dan 


Paint 25 TV tables 


1. What day Is the schedule for? 






2. Which department do you work 


In? 




3. What wl 1 1 you do? 






4. Who Is your supervisor? 
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SECTION IV 

B: TASK PERFORMANCE 



YOU work In a packing department. 
Your supervisor gives you this order. 
Read the order. 

Pack the order In a box. Write the number of Items you put In the box. 
Follow the Instructions. 



PACKING LIST 




LFC OFFICE SUPPLY COMPANY 




PC: 3-2256 




Ship To: NEC 

1866 Mt. Prospect Rd. 
Des Plalnes, IL 60018 




ITEM QUANTITY QUANTITY 

ORDERED SHIPPED 


Box paper clips 


Writing pads 


Pens 


Penci Is 


Phone message pads 


Packer's Name: 




Date: 




Place the white copy In the box. 
Give the pink copy to the supervisor. 
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PART V: PRODUCTION FORM 



You work In a glove factory. You assemble and sew gloves. You are paid 
by the piece. Each glove Is worth $1.60. 

On Monday you made 30 gloves. 
On Tuesday you made 40 gloves. 
On Wednesday you made 28 gloves. 
You were sick on Thursday and Friday. 



Fill out the form. Find the total. 



PRODUCTION CARD 



NAME: 



DAY m OF WORK 


QUANTirr 


RATE 


AMOUNT 


MON gloves 








TUES gloves 








NED gloves 








TH gloves 








FR gloves 










TOTAL: 




TOTAL: 



5;/ 
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APPENDICES 

A: Workplace Literacy Resource Materials 
B: Task Performance Activities 



APPENDIX A: WORKPLACE LITERACY RESOURCE MATERIALS 

The attached materials were provided by companies which are prospective employers of the LCF 
participants. 



COMPETENCY 




MATERIAL 


1 


1.1 


Employment Eligibility Verification Instructions: 
SFRC, Inc. 




1.2 


Health History Questionnaire: SFRC, Inc. 




1 . J 


£iQpi07nient Application: orKUt inc* 


3 


3 


Working Hours » Rest Periods: Duratec 


5 


5.1 


Time Card: Duratec 




5.2 


Punched Time Card: Duratec 




5.3 


Time Cards: Duratec 


7 


7 


Quality Control/Cost Anaylsls: Duratec 


8 


8 


Overtime: Duratec 


9 


9 


Health Insurance: Duratec 


11 


11 


Steps to Clean a Room: Super 8 Motor Hotel 


13 


13.1 


Attendance : Duratec 








14 

1 


14 


Work Safety, Housekeeping: Duratec 
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SPRC, Inc. 

EMPLOYMENT ELIGIBILITY VERIFICATION 
INSTRUCTIONS 



Proper completion of this form is mandatory by law. 

1« Section I: Employee Information and Verification 

- complete! signi and date 

2. Section II: Employer Review and Verification 

- attach a readable copy of one document from List A 
OR 

- attach a readable copy of document from List B and List C. 

(the above copies also meet verification requirements of other certi- 
fylng/accredi ting/governmental agencies. ) 

3. Return completed form and document copies to the SPRC Personnel 
Office. 

1/88 



r ^ 



il2 

47 




Form W-4 




#1 

Department of the Treasury 
Internal Revenue Service 



PunpM«. You must compMt Form W*4 lo th«t 
your tflfiploytr can wtthhotd tht correct amount 
of Ftdtral incomt tax from your pay. 
CjKampUofl Prom WHhholdlnf. To bt tx^mpt. you 
muit havt owtd no Ftdaral Incomt tax last ytar 
Bni mMt not axptct to owe any this ytar. You may 
not claim txtmpit status if you can bt claimtd at a 
dtptndont of anothtr parson, havt any nonwage 
irKom^, and txptct your total incomt to bt mora 
than $500. If txtmpti only complttt tht 
cartif Icatt at tht bottom of this pagt. 
■ask Instructions. Emp*oytts who art not 
axtmpt should complttt the Ptrsonal Altowancts 
Wori(5httt. Additional workshttts art provided on 
page 2 for tmployees to adjust their withholding 
allowancts based on itemized deductions, 
adjustments to income, or two^arner/two*iob 
situations. For accuracy, complete all worksheets 



that apply to your situation. The worksheets on 
this form are designed to help you figure the 
number of withholding allowances you are 
entitled to claim. However, you may claim fewer 
allowances than this. 

Head of Hou'^^oM. Generally, you may claim 
head of household filing status on your tax return 
only if you are unmarried and pay nrtore than 50% 
of the costs of keeping up a home for yourself and 
your dependent(s) or other qualifying indivkluals. 
Nonwa^a Income, tf you have a Urge amount of 
nonwage income, from sources such as interest 
or dividends, you should consider making 
estimated tax payments using Form 1040-ES. 
Otherwise, you may find that you owe additional 
tax at the end of the year. 
Two-Earner/T«fo«Joba. If you have a working 
spouse or more than one job. figure the total 



number of allowances you are entitled to claim 
on all jobs using worksheets from oniy one Form 
W-4. This total should be divided among all jobs. 
Your withholding will usually be most Kcurate 
when alt allowances are claimed on tht W*4 filed 
for the highest paying job and zero allowances 
are claimed for the others. 
Advanee Earned Income Credit. If you are 
eligible for this credit, you can receive it added to 
your paycheck throughout the year. For details, 
obtain Form W*5 from your employer. 
Checli Your Withholdlnf. After your W4 takes 
effect, you can use Publication 919, Is My 
Withholding Correct for 19887. to see how tht 
doiiar amount you are having withheld compares 
to your estimated total annual tax. Call 1*800' 
424*3676 (in Hawaii and Alaska, check your local 
telephone directory) to obtain this publication. 



Ptrional Allowances Worksheet 



A Enter"l''foryourself if no one else can claim you as a dependent A 

II. You are single and have only one job; or \ 
2. You are married, have only one job. and your spouse does not work; or i B 
3. Your wages from a second job or your spouse's wages (or the total of i 
both) are $2,500 or less. 

C Enter * 1 " for your spouse. But. you may choose to enter *0" if you are married and have either a working spouse or 

more than one job (this may help you avoid having too little tax withheld} C 

D Enter number of dependents (other than your spouse or yourselO whom you will claim on your tax return D 

E Enter " 1 " if you will file as a head of household on your tax return (see conditions urKjer "Head of Household," above) . . E 
F Enter " 1 " if you have at least $ 1 ,500 of child or dependent care expenses for which you plan to claim a credit . . . . F 
G Add lines A through F and enter total here ^ G 

• If you plan to Itemize or claim adjustments to income and want to reduce your withholding, 
turn to the Deductions and Adjustments Worksheet on page 2 

• If you are single and have more than one job and your combmed earnings from all jobs exceed 
J $25,000 OR if you are married ar d have a working spouse or more than one job, and the com- 

bined earnings from all jobs exceed $40,000. then turn to the Two*Earner/Two»Job Worksheet on 
page 2 if you want to avoid having too httie tax withheld. 

• If neither of the above situations applies to you, stop here and enter the number from line G on 
line 4 of Form W*4 below. 



For accuracy, do 
all worksheets that 
apply. 



Cut here and give the certificate to your employer. Keep the top portion for your records. 



Form 

D»p«rtm«nt Of tht TrMf ury 
iritenuM Rfytniit Strvct 



Employee's Withholding Allowance Certificate 

^ For Privacy Act and Paperwork Reduction Act Notice, soe reverse. 



OMQNo 1545-OO10 

(51 



88 



1 Type or print your first name and middle initial 



Last name 



2 Your social security number 



Home address (number and street or rural route) 



City or town, state, and ZIP code 



3 Marital 
Status 



' D Single D Married 
D Married, but withhold at higher Single rate. 

Note: If m$med, but lBg$ily sepsrsted, or spouse is s 
nonr§$ident slien. check the Single box. 



4 Total number of allowances you are claiming (from line G above or from the Worksheets on back if they apply) . . . 

5 Additional amount, if any. you want deducted from each pay 

6 1 claim exemption from withholding because (check boxes below that apply): 

a Q Last year I did not ewe any Federal income tax and had a right to a full refund of ALL income tax withheld. AND 

b O This year I do not expect to owe any Federal income tax and expect to have a right to a full refund of 
ALL income tax withheld. 

c If both a and b apply and you satisfy the additional conditions outlined above under 'Exemption From 

Withholding." enter the year effective and "EXEMPT ' here. Do not complete lines 4 and 5 above ^ 

7 Are you a f ull'time student? ( Note; Full-time students are not automatically exempt.) 

Undtf ptnatties of p*rtur>. i cMtfy thjt 1 am «m(ti«d to tht number of Mithhojdtng «liow«nceft daim«d on tt)tt cenrfK«tf or. if claiming exemption from witnrK)idir^, 
vntitM to claim th« titmpt tutut. 

Employee's titnature ► Date > 




that I am 
198 



8 Employer's name and address (Employer: Complete 8, 9, and 10 only II sending to IRS) 



9 Office 
code 



10 Employer identification number 
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P»ductloin ind Adlmtmtnti Wof kihMt 



Two-E>rner/TwoJob Workihttt 



2 
3 



4 
5 
6 
7 
8 
9 



Table 1: Two-Earner/TwO'Job Workthtet 



MwrM Filing Jointly 


All Othtra 


H wi«M from LOWEST Crtttr on 
paying lob art— itnt 2 atwv* 


It wagts from LOWEST Enttron 
ptyir^ leb tf*— lln«2abovt 


0$4.000 ... 0 
4.001- 8,000 ... 1 
8,001-18,000 ... 2 
18.001-21,000 ... 3 
21.001-23.000 ... 4 
23.001-25.000 ... 5 
25.001-27.000 ... 6 
27.001-32.000 ... 7 
32.001-38.000 ... 8 
38,001-42.000 ... 9 
42.001 and ovtr ... 10 


0-$4,000 ... 0 
4.001- 8.000 ... 1 
8.001-13,000 ... 2 
13.001 • 15.000 ... 3 
15.001-19.000 ... 4 
19.001 artd ovtr ... 5 


Tabit 2: Two-Earntr/Two-Job Workshtat 


MarrM FUlng Jointly 


AN Othtra 


H wac« frwn NIOHUT Cnltr on 
p«yin||Otnr*— lin«7«bov« 


If Mtit« from HKMEST Enttr on 
p«yir^)06wt— lin«7tbovt 


0-140,000 . . . $300 
40.001- 80.000 ... 550 
80.001 ai^ evtc ... 650 


0- $23,000 . . . $300 
23,001- 48.000 ... 550 
48,001 artd over. . . . 650 



Not«; U90 this workstmt only if you pl§n to H§min d§duetion$ or cl§im Mdjustmonts to incomo on your 1 988 t§M roturn 
I Cnttr an ustimatt of your 1988 ittmlztd deductions. Theia Include : qualifying home mortgaga Interast. 
40% of panonal intarast, eharltabia contributions, stata and local taxes (but not sales *axes). medical 
expenses In excess of 7.596 of your Income, and miscellaneous deductions (most miscellaneous deductions 

are now deductible only in exceu of 2% of your income) 1 

$5,0(X) if married filing jointly or qualifying widow(er) 

Enter ^ $4,400 if head of househrld I 2 L 

$3,000 if single 

$2,500 if married filing separately 

3 Subtract line 2 from line 1 . If line 2 is greater than line 1 . enter zero 3 

4 Enter an estin^ta of your 1988 adjustments to income. These include alimony paid and deductible IRA 
contributions 4 

5 Add lines 3 and 4 and enter the total 5 

€ Enter an estimate of your 1986 nonwage income (such as dividends or interest income) 6 

7 Subtract line 6 from line 5. Enter the result, but not less than zero 7 

8 Divide the amount on line 7 by $2,000 and enter the result here. Drop any fraction 8 

9 Enter the number from Personal Allowances Worksheet, line G, on page 1 9 

10 Add lines 8 and 9 and enter the total here. If you plan to use the Two^Earner/Two*Job WorKsheet. also enter 

the total on line 1 , below. Otherwise, stop here and enter this total on Form W4. line 4 on page 1 . . .10 



Note: Use this worksheet only if the instructions $t line G on page 1 direct you fiew. 
1 Enter the number from line G on page 1 (or from line 10 above if you used the Deductions and Adjustments 

Worksheet) 1 

Find the number in Table 1 below the' ipplies to the LOWEST paying job and enter it here 2 

If line 1 is GREATER THAN OR EQUAL TO line 2. subtract line 2 from line 1. Enter the result here (if zero. 

enter '0") and on Form W 4. line 4, on page 1 DO NOT use the rest of this worksheet 3 

Note: Ifhne 1 is LESS THAN line 2. er)ter '0' on Form W*4. Ime 4. on page I Complete lines 4-9 to calculate the 
additional dollar withholding necessary to avoid a year-end tax biiL 

Lnter the number from line 2 of this worksheet 4 

Enter the number from hne 1 of tr^is worksheet 5 

Subtract hne 5 from line 4 6 

Find the amount in Table 2 below that applies to the HIGHEST paying lob and enter it here 7 

Multiply line 7 by line 6 and enter the result here. This is the additional annual withholding amount needed. 8 
Divide line 8 by the nut tber of pay periods each year. (For example, divide by 26 if you are paid every other 
week.) Enter the result here and on Form W*4. line 5. page 1. This Is the additional amount to be withheld 
fro.*^ each paycheck 9 



Privacy Act and Paperwork Reduction Act Notlce.~We ask for this information to carry out the Internal Revenue laws of the United 
States We mey give the information to the Department of Justice for civil or criminal litigation and to cities, states, and the District of 
Columbia for use in administering their tax laws. You are required to give this information to your employer. 
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• us. CJ'O. l^f. i8 1 • 0*'l 



EMPLOYMENT ELIGIBILITY VERIFICATION (Form 19) ^1 



Q] i:%1PI.0Yi:i: information and VEHIKK ATION: n«» be Citmrkicd and signed hy cmplo>iv.l 



Name: i Prim ot 1 ypci I jim 


KirM 


Middle 


Binh N«mc 




SMnChs: Street and Numhcr 


Cit> 


Sine 






Daicot Binh cMamh Pn) Vc»r) 


Soi'ial Sccurit) NumK'r 



□ I A citi/en or national of the iinited States. 

□ I An Mlicn lawfully admitted for permanent midenct I Alien Number A 

□ .V An alien authorized by the Immisralion and Naturalization Seniee lo work in Ihe United Staici < Alien Number A 
OT Admission Number expiration of emplo> mem auihorizalion. -fsn) 



I atiet K vndef penaU) of perj«r>. Ilif doeumt mi Ibai I Have preMOied ai evMenee of W«ithy and e»ploy»tm eUf IbUity arc fenulne and reUu lo me. I am awarej 



Sif nature 


Date (Month Day Year) 


PREPARER TRANSt.ATOR CERTIUCATIOK Mo be compkwd il p^cpined b> prrw* whn man ihr enplmwi 1 ine»*. undtf petuii) ni 






Signature 


Name (Print or Type) 






Addreu (Street Name and Number) 


City State Zip Code 





o 
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Q] EMPLOYER REVIEW AND VERIFICATION: (To be completed and tigned by employer.) 
Instructions: 

Examine one document from List A and check the appropriate bo%,OB examine one documeni from Lisi Bandont from List C and check the appropriate b 
Provide the Document identification Sutnber and Expiration Date for the document checked. 

List 6 

Documents thai Establish 
Identity 



List A 

Documents that Estiblish 
Identity and Employment Eligibility 



□ ). United Slates Passpon 

□ 1. Certificate of United States Citizenship 

□ 1 CeniHcate of Naturali?Ation 

□ 4. Unexpired foreign passpon with 
attached Employment Authortzjition 

Q 5. Alien Registration Card with photograph 

Documtmt Idtmiificmliom 

^ 



Espkmhm Dme fff amy^ 



and 



List C 

Documents thvi Establish 
Employment Eligibiliiv . 



□ I. A State*issucd driver*! license or a Sute- 
Uiued I.D. card with a photograph, or 
information, including name. KX. date of 
birth, height, weight, and color of eyes. 

(Specify State) — ) 

□ 2. U.S. Military- Card 

□ 3. Other (Specify document and issuing 
authority) 



Documm idtnt^fkmiom 

0 . 

M ExpkwihmDatefifmy) 



T2 il. Original Social Secunty Number Card I 
than a card tiatini it is not vali 

employment) 

O 2. A binh certificate issued by State, coui 
municipal authont> bearing a seal or 
oenification 

!D 3. Unexpired INS Emplovment Authori 
Specify form 

. 



I>ocummi Idemiffkmkm 



Expiation Dttt (ff mty/ 



CER TIKIC ATION: I ■iictt. under penahy of peijury, iImi I bave examined docMmcnts presented by tbe above individual, that tbr) appear to bt genuine 



Signature 


Name (Print or Type) 


Titk 


Employer Name 


Address 


Date A 



Form 1-9 (05 07 H7j 
0MB No lll5-on<i 
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U.S r>epanmeni of Justice 
Immigration and Naiuraltzation Serj 



Employment Eligibility Verification 
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NOTICE: Aulhoriiy lorcolleciing Ihe informMiion on (hik form is in Tiile 8. United Stiles Code. Section I324A. which 
requires employers to verify employment eligibility of individuals on a form approved by the Attorney 
General. This form will be used to verify the individual's eligibility for employment in the United Slates. 
Failure to present this form for inspection to officers of the Immigration and Naturalization Service or 
Department of Labor within the time period specified by regulation, or improper completion or retention ol 

this form, may be a violation of the above law and may result in a civil money penalty. 



Section I. Instructions to Employee/ Preparer for completing this form 
instructions for the employee. 

All employees, upon being hired, must complete Section I of this form. Any person hired after November 6 
1986 must comp etc this form. (For the purpose of completion of this form the term "hired "applies to those 
employed, recruited or referred for a fee.) hp • » niu>^ 

All employees must print or type their complete name, address, date of birth, and Social Security Number 
The Jlock which correctly indicates the emplovee's immigration status must be checked. If the second block is 
checked, the employees Alien Registration Numbe- must be provided. If the third block is checked, the 
employee s Alien Registration Number or Admission Number must be provided, as well as the date of 
expiration of that status, if it expires. 

All employees whose present names differ from birth names, because of marriage or other reasons, must prim 
or type their birth names in the appropriate space of Section I. Also, employees whose names chanw after 
employment verification should report these changes to their employer. 

All employees must sign and date the form. 

Instructions Jor the preparer of the form, if not the employee. 

Ifa person assists the employee with completing ihis form, the preparer must certify ihc form bv iiunini: ii and 
prmtmg or typmg his or her complete name and address. ' 



Section 2. Instructions to Employer for completing this form 
(For the purpose of completion of this form, the term "employer" applies to employers and those who recruit or refer for a Ice.) 

Employers must complete this section by examining evidence of identitv and employment eligibility and 

• checking the appropriate box in List A or boxes in both Lists B and C; 

• recording the document identification number and expiration date (if any)- 

• recording the type of form if not specifically identified in the list; 

• signing the certification section. 

^?JiSiifT''*^*^'^' /Of reverifying employment eligibility of employees whose employment 

eligibility documents carry an expiration date. * r ^ ^ j 

presented by an individual for the purpose of establishi.ig identity and cmnlovment 
eligibility may be copied and retained for the purpose of complying with the requirements of this form and no 
other purpose. Any copies of documentation made for this purpose should be maimained with this form. 
Name changes of employees which occur after preparation of this form should be recorded on the form bv 
lining through the old name, printing the new name and the reason (such as marriage), and datini: and 
mitialing the changes. Employers should not attempt to delete or erase the old name in anv fashion 



RETENTION OF RECORDS. 

The completed form must be retained b> the emplover for: 

• three years alter the date of hiring; or 

• one year alter the dale the employment is terminated, whichever is later. 



j Employers ma> phoiocopy or reprint this form as nc 



.'ccsNury. 



S. Department of Justice „^ , 

mmigration and Naturali/aiion Service ^ "! , 

rurni l-M (ii^ I|7 ^^^^ 
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CONFIDENTIAL 



SPRC» Inc. 
HEALTH HISTORY QUESTIONNAIRE 



The purpose of this form Is to facilitate emergency treatment, If necessary. 
The Information Is strictly confidential and will be used only In the event 
of an accident or emergency. This Information Is not for the purpose of 
determining acceptance for employment. 

Date completed: Date of Birth: 



Name 



Health problems (please explain) 



Present medications: 

Medications Reason for taking Possible side affects 



Allergies Reactions 



Present Active Infections 



Surgeries Within The Last Five Years 



Health History Questionnaire 
•2- 



Any history of seizures? 
Precipitating factors 



Date of Last seizure ^, 

Do you wear contact lenses? Yes No 

Physician . 

Address . Phone 

In case of an emergency contact ^, 

Name Phone 



In case of- an emergency, I give permission to seek emergency care on my 
behalf from: 

St. Paul Ramsey Hospital . 

Other 



Signature 



5/86 
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EMPLOYMENT APPLICATION 



NAME 



ADDRESS 



PHONE 



Street njmber and name 



City/State 
SOCIAL SECURITY NUi^BER 



Tip code 



POSITION(S) DESIRED 



DATE AVAILABLE TO BEGIN 
EDUCATION: 



SALARY DESIRED 'S 



„. J5er_ 



Name and Location of School 


Course of Study 


Years 
Attended 


Date Graduated 
and Degree 


High 
School 








College 








Graduate 
School 








Trade, Business or 
Correspondence School 









SPECIAL SKILLS: Typing - words per minute 
OTHER SPECIAL SKILLS AND MACHINES OPERATED; 



Shorthand - words per minute 



OCCUPATIONAL/PROFESSIONAL CERTIFICATES OR LICENSES: (Please list certifying agency, certifiu 
tion/license number, date received, date of renewc.l/expi ration. ) 



PROFESSIONAL ORGANIZATIONS AND ASSOCIATIONS TO WHICH YOU BELONG: (Also include positions held) 



VOLUNTEER WORK: (Please list organization and job.) 



HOBBIES AND SPECIAL INTERESTS; 

ERIC 
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EMPLOYMENT HISTORY: (Begin with present or last employment. Account for all periods including 
unemployment and military service. Please use additional sheets if necessary.) 



Dates 


Name and Address 
of Employer 


joo ime 
and Duties 


1 

Salary 


Keason Tor 
Leaving 


FROM: 

Mo. Yr. 

TA • 

lu: 

Mo. Yr. 






Starting: 
$ / 

Cn ^4 n/v * 

s / 




FROM: 

Mo. Yr. 

TO* 

Mo. Yr._ 






Starting: 
$ / 

Fndi no • 

$ / 




FROM: 

Mo. Yr. 






Starting: 
$ / 




TO: 

Mo. Yr. 


Ending: 
S / 



MAY WE CONTACT YOUR: Present Employer? Yes No Former Employer? Yes No 

REFERENCES: 



Name 


Address 


Phone 


Position 


Number of 
Years Known 

































DATE OF LAST PHYSICAL PERSONAL PHYSICIAN'S NAME 



PERSON TO NOTIFY IN CASE OF EMERGENCY: 

Name Phone Number 

DO YOU HAVE ANY HEALTH PROBLEMS?* Yes No . If yes, please describe: 



HAVE YOU EVER BEEN CONVICTED OF A CRIME?* Yes No . If yes. please describe: 



HOW DID YOU LEARN OF THE POSITION FOR WHICH YOU ARE APPLYING? 



WHY ARE YOU INTERESTED IN WORKING AT SPRC 



I TO THE BEST OF MY KNOWLEDGE THE ABOVE INFORMATION IS CORRECT. 
Date: Signature: ^ 

r (i* A "yes" answer does not necessarily bar employment.) 
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First shift working hours are from 7:30 a.m. to 4:00 p.m.. Monday through Friday for all 
employees except office and part-time employees. The lunch break is 1/2 hour, and is 
taken from either 1 1 :30 a.m. to 12:00 p.m.. or 12:00 p.m. to 12:30 p.m. 
Second shift working hours are from 4:00 p.m. to 12:00 a.m.. Monday through Friday. 
There will be no lunch or dinner break during second shift. 



Employees are given two 10 minute rest periods during a regular 8 hour work day. No 
one will be allowed to work through the rest periods to apply the time to the total work 
day. 




56 



Duratec 



NO- 
NAME 



PAY^cmoo 

.ENDING 




31 a 

;fr 

;ti 

m 
m 



7x29 
12:28 

7:30 
12:30 

7X30 
12:30 

7:30 
12:30 

7:31 
12:301 

7:29 
12:30 

7:33 
12:30 

7:27 
12:30 

7:31 
12:31 



12:00 
16:01 
12:00 
16:01 
12x01 
16:00 
12UD1 
16:01 

12:01 
16:01 
12:00 
16:01 
12:00 
16:02 
12!01 
16:01 
12:00 
16:01 



HOURS 
WORKED 


ACCUMUUATIO 


n w w n w 




4. SO 


. • 

■4.50 




8^03 


'8.03 






12.53 




8.00 


16.03 




4.52 


20.55 




8.02 


24.05 




4.52 


23.57 




8.02 


32.07 




4.50 


36.57 




8.00 


40.07 




4.50 


44.57 




8.00 


48.07 




4.45 


52.52 




7.95 


56.02 




' 4.52 


60.53 




8.02 


64.03 




4.43 


68.52 




7.97 


■ 72.00 








" . 5 



n:rm •All 




® © 

© ©©© •©©©(£)(£), 

©©®®®(5)®©(S)© 
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Employees should clock in and out when entering or leaving the factory so the 
company has an accurate record for preparing the employee's pay check. All 
employees must immediately go to wori; once they have punched in. 



t 

"I 
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QUALITY CONTROL/COST ANAYLSIS DATE: 
Duratec Corp., SI. Paul, MN EMPLOYEE: 



JOB 
DESCRIPTION 


TOTAL 
UNITS 


UNITS 
PER HR. 


REJECT 
UNITS 


INSPECT 
BY 


TOTAL 
TIME 


TIME 
CLOCK 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 












• 


IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 














IN 

OUT 
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IN 

OUT 



Overtime is authorized when production demands require that addrtional hours l>e 
worked. While it is sometimes difficult to do so, employees will be given as much notice 
as possible, usually a minimum of 24 hours. It will be dstrlbuted as evenly as possible, 
but if an employee is scheduled to work overtime, it is part of the job requirement and 
must be done. Overtime is paid at a rate of time and one half for all hours worked over 
eight in one day, or fourty hours in one week. No overtime will be permitted without 
Management authorization. 
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Ouratec will provide free Medical Insurance for all employees that have completed six 
months of continous service with the company. 

Coverage for employee dependants (husband, wife, or chlick'en), can be an-anged, at 
the employee's cost, through a payroll deduction plan, if you are interested, please 
contact your Supervisor for information. 

if you are already receiving Health Insurance coverage fi-om your husband or wife's 
employer, Dutatec will pay $.20 per hour to the employee in lieu of Health Insurance 
coverage. This compensation will not affect any other earned wage increases. 
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WELCOME TO SUPER 8 MOTOR HOTEL 

This training sheet has been written especially to assist 
you in the steps taken to clean a room at Super 8. 

1. Check outs should be done first unless there is a maid sign 
on the door. Do not enter or knock on doors that have 

'•Do Not Disturb" signs or any room that a trucker may be in. 

2. Knock 3 times and announce "housekeeping" when entering. 

3. Empty all garbage from room. 

4. Set waste baskets in tub to be rinsed out. 

5. Strip bed(s ) . 

6. Keep all linen off of the floor» 

7. Remove all towels from bathroom, put into pillowcase and 
then into laundry bin. 

8. Check blankets and bedspreads for stains. If any stains, 
replace . 

9. Make bed(s) . 

10. Check drawers and behind bathroom door for anything left 
behind. Be sure to write down the room number if you 
find anything for lost and found. 

11. Dust everything in room with a damp cloth, water only. 

12. Clothes Rack-There must be a hook for each hanger. tThrow 
away any wire hangers in a check out. 

13. Wipe area between windows. 

14. Check curtains to make sure they hang right. 

15. Check air filter and clean if needed. 

16. Check lamps to make sure the shades are straight and seams 
are towards the wall. 

17. Check under bed and between mattress and boxspring for 
any garbage or debri. 

18. Clean mirror with glass cleaner and check for streaking. 

19. B«throora-If there are any dirty ashtrays, soak in sink 
and clean with the scrub free and sponge. DO NOT USE 
ANY TOWELS FOR CLEANING. 

20. Using scrub free, spray down tub, toilet and sink area. 

21. Put 4-5 squirts of scrub free into one of the waste baskets 
from tub and use this to wash down tub and toil.t with sponge. 

22. Use second waste basket for rinsing. 

23! Using a bath mat, wipe down the whole tub, toilet and sink 
area, starting wich chrome first. 
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24 Wipe shower rod and dry curtain. If shower curtain Is 
-scSLy, replace with clean one. Close shower curtain 
and center Super 8 emblem. 

25. Clean mirror, kleenex box and toilet paper holder with 
glass cleaner. 

26. Fold toilet paper In V shape. 

27. Wash floor with soapy water In waste basket and a rag. 

28. Wipe down door frames. 

29. Empty water from baskets Into toilet, dry and replace 
in proper places. 

30. Vacuum room by starting at the windows and working 
towards the door. 

31. Whiff the room. 

32. Check light switch to be sure its coordinated with desk 
lamp. Be sure all lamps operate properly. 

-K-^ Check for any damage in room (broken chairs, hooks 
mining on certain!, etc.) If any damage found be 
sure ti write it doin on your slip for maintenance. 

34. Be sure to check walls for any painting that might be 
needed. If any, write it down on your slip. 

35. Check T.V. and radio to make sure they work properly. 

36. Comten rooms have 4 glasses f^^cked in a pyramid on 
bathroom counter and ice bucket on back of toilet. 

In all the other rooms there are 2 glasses on bathroom 
cSunter and 2 glasses on l=mg dresser with ice bucket. 

37. One ashtray on .back of toilet with a book of JJ^tches 
standing up and one next to telephone with a book ot 
matches also. 

38. Rooms with 2 beds have 3 sets of .^^^^^o^^?^ 
and washcloth) and 3 soap. Rooms with 1 of 
each towel and 2 soap. The soap must be placed on ledge. 

39. Comment cards belong on t«P ^^^S^^^Jirn'.i^fh 
phone should also be cleaned with a damp cloth. 

40. Telephone books belong in desk drawer with information 
card. 

41. Drapes should be closed on first floor and opened on 
second and third floor* 

42. Windows should always be closed. 

43. Check the entire room for anything you might have missed. 

44. Radios may be played low while cleaning. 

45. Absolutely NO TV while cleaning. 
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As a new employee of the RosevlUe Super 8 Motor 
Hotel, I hereby acknowledge that I have completed 
the training program and fully understand the above 
outlined procedures for the thorough cleaning of 
the hotels guest rooms. 



Signature of employee 
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Our comapny produces a wide variety of products under a demanding delivery 
schedule each weelt, therefore, more than ordinary importance is placed upon your 
regular attendence. Our service to our customers would suffer greatly if we had to 
contend with problems affecting a smooth production and delivery schedule. 
It is absolutely necessary for you to call your supervisor as soon as you 
know you are going to be late or absent, but no later than thirty minutes 
after the beginning of the work shift. 

In ocder to darify company policy on absences, the following is an explanation of types 
of absences: 

Excused Absences: 

A. Prior Approval: Employee notifies supervisor prior to the day of absence, and has 
received approval. An appro«'ai of this type usually permits the employee to conduct 
personal business that can bs done only during work hoirs. 

B. No Prior Approval: Personal illness, illness in the family, or an emergency is 
excused provided the employee notifes his supervisor as early as possible before the 
beginning of the shift. It will be considered an excused absence if an employee reports 
to wak and leaves work with permission. 

C. Medical: An extended absence due to illness will be excused if the employee 
sees a doctor. 



r ^ 
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Ouratec Corp. will provide paid vacations to regular full time employees who are 
scheduled to work at least fourty hours per weeic, and who have completed one year of 
continuous service with the company. Employees are eligible for two weeks (80 hours) 
paid vacation after 3 years of continuous service with the company. 
Vacation pay will be paid at fourty hours straight time, based upon the employee's 
cun^ent pay scale, at the regular pay Interval. If a company paid Holiday occurs during 
an employee's vacation, it will not be deducted from the amount of vacation time which 
the employee is entitled. The employee will be paid for that Holiday, in addition to his 
or her vacation pay, if ^or requirements have been met. 

•When an employee qualifies for a paid vacation, he/she must notify the supervisor at 
least thirty days before the intended vacation date.' Due to work load or prior 
requests of other employees, first choice may not always be possible. The more notice 
which is given by the employee, the better chance of receiving the exact vacation date 
requested. If an employee has to change the vacation date after it has once been 
made, he/she will be subject to the same thirty day notice as when he/she first arpiied 
for vacation time. Final consent of vacation is subject to management approval. . 
Employees are expected to take their vacations. Employees may not work instead of 
taking their vacations. 

Vacation must all be taken during the twelve months following the eligibility date. It is 
important to realize that vacations are a company benefit not required by 
law. If an employee is terminated, or quits prior to taking vacation time, he will not be 
paid for that time. 

Full time employees are those regularly scheduled to wori; at least fourty hours per 
week, and who have completed their temporary training period Each full time regular 
employee who woriced the full scheduled woric day before and after a company 
declared Holiday, will be paid at their straight-time houriy rate, based upon their 
scheduled work shift. If a Holiday fails during an employee's vacation period, it VMil be 
added to the vacation. 

The following six holidays are recognized by the company: 

New Years Day. Memorial Day. Independence Day. Labor Day. 

Thanksgiving Day. and Christmas Day. 
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A good accident prevention program reflects well on all of us. Only by sha-lng the 
responsibility can a safety prog-am be effective. With this in mind, we have listed a few 
safety rules to protect you while on tJm job: 

1 . Long hair must be pulled back or worn up to eliminate the chance of catching it in 
exposed moving machinery parts. 

2. All loose fitting clothing (sweaters, coats, sash belts, hooded shirts, etc.) must be 
removed befae waking on any piece of machinery. 

3. Do not attempt to adjust or repair your equipment. Notify your supervisor If any 
repair or adjustment is necessary. 

4. Report any injury, no maner how small, to your supervisor. 

5. Report unsafe conditions or equipment to your supervisor. 



The company continuously tries to keep working conditions at a high level. Therefore, 
we ask that all employees contribute to the effort by keeping their Individual work a-eas 
as dean and neat as possible. All trash and other waste material should be put In the 
proper receptacles provided and not allowed to accumulate. 



'eric 
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APPENDIX B: TASK PERFORMANCE ACTIVITIES 

The following activities were originally created by Project Work English In Chicago. T'.ey were a 
part of a larger work-orlen.3d currlculuin for nonllterate refugees. The following activities 
were found useful by the LFC staff for developing woricplace literacy skills. 
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TASK #15 



JOB: Electronic Assembler, General Factorj^ Assembly Line, Supply Clerk 

TASK: Place bingo markers on chart 

PREREQUISITE SKILLS: 

Read numbers 
Read alphabet 

MATERIALS: 

Bingo markers (A-1, B-34, etc.) 

Poster board 

Marker 

PROCEDURE: 

Teacher makes a chart as below or passes out copies of the chart and 
bingo markers. 





A 


B 


C 


E 


F 


G 


H 


I 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 


1 




















































2 




















































3 




















































4 





















































INSTRUCTIONS: 



I 1. Read the letter and number on one bingo marker, 

i 2. Look at the top of your chart and find the letter. 

3. Take your finder and follow the column under the letter going down 

■ until you are on the line with the same number. 

I 4. Place the marker in. the square where the letter and number meet. 

5. Continue until you have used up all of your markers. 

I ADDITIONAL ACTIVITIES: 

A. Time the students to see how fast they can place 20 markers: keep a 
I chart of the finished times. Have students try to beat their own 

I time or that of others. 

B. Use this chart to place other objects, "place two beans on Y-22". 

■ C, Fill the chart with markers nnd have the students request a marker 
I from another student, "Gi'^e ne 0-14". Have one student ask for 

clarification or purposely make mistaxes Discuss how employees and 
^ supervisors interact. 

I D. Use different colored markers and intr.-'luce colors, "Put a read 

■ marker on H-18 and a blue marker on v- •'. 

■ S4 

r o Project Work English 
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TASK #12 



JOB: Assembly Line, Quality Control 

TASK: Sorting washers and screws 

PREREQUISITE SKILLS: 

Counting 
Read fractions 
Read names of items 

MATERIALS: 

1 lb. washers 
1 lb. 1/2" screws 
1 lb. 1/4" screws 
Four boxes 
Labels 



PROCEDURES: 



1. Teacher hands a box to a student filled with the combined washers, 
and screws. 

2. The students are given three empty boxes labeled: washers, 1/4" 
screws, and 1/2" screws. 



INSTRUCTIONS: 



1. Put the washers in the box labeled Washers . 

2. Put the 1/2" screws in the box labeled 1/^" Screws . 

3. Put the 1/4" screws in the box labeled 1/4" :,crews. 



ADDITIONAL ACTIVITIES: 

A. Time the students- and let them work on increasing their speed. 

B. For non-literate students, tape a washer or a screw to the empty box 
to indicate which box to sort into. 

C. Increase the number of items to sort, putting several sizes of 
washers together with nails and several sizes of screws. 

0. Have another student go to the student who is sorting and request a 
certain number and size of washers, screws, etc. 




Project Work Engl ish 
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TASK #11 



JOB: Assembly Line, Quality Control 

TASK: Check cups for defects and stack In half dozens 

PREREQUISITE SKILLS: 

Counting 
Write numbers 
Read numbers 

MATERIALS: 

4-6 dozen fcam drinking cups 

Index cards 

Pens 

2 large boxes 
PROCEDURES: 

1. Teacher creates various "defects" in a small amount of the cups 
(dirty, scratches, knicks, cracks, holes, etc.). 

2. These defective cups are mixed in with the "good" cups, thrown loose 
and unstacked in a large box. 

3. Teacher explains what kinds -of cups "pass"* inspection and which are 
defective* Each student gets an index card and a pen. 

INSTRUCTIONS: 

1. Pick up each cup and check for defects. 

2. If the cup Is bad, throw it into the empty box on the right, 

3. If the cup is good, put the cup on the table. 

4. Stack the cups together in stacks of six, one inside the other. 

5. When you have finished checking and stacking the cups, count how 
many half dozens you have. 

6. Write that amount on your index card. 

7. If you have any good cups left over, put that number on your index 
card and draw a circle around it. 

ADDITIONAL ACTIVITIES: 

A. Vary the amounts that you want the student to stack. 

B. Have the students wrap the stacks of cups in plastic wrap to 
simulate packing. 

C. Include more than one type of size of cup for the student to sort. 
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JOB: Food Service, Banquet Set-up, Canteen Assembly Line 
TASK: Wrap utensils in napkins 
PREREQUISITE. SKILLS: 

Read directions 

Distinguish between right, left, center 
Distinguish between fork, knife, spoon 



MATERIALS: 



Plastic knives 
Plastic forks 
Plastic spoons 
Paper napkins 

Paper strips (can use cash register or adding machine tape) 
Tape 

PROCEDURE: 

Teacher har.js out three boxes filled with knives, forks and spoons and 
a pile of napkins to each student. 

INSTRUCTIONS: 

1. Pick up one paper napkin. 

2. Lay the napkin on the table with the point up. ^ 

3. Pick up a plastic knife and la> it down in the center of the <^ 
napkin . 

4. pick up one spoon and lay it down to the right of the knife. <(^f^ 

5. Pick up one fork and lay it down on the left of the knifeX^fj) 

6. Fold the bottom point up over the fork, knife and spoon .sj^i^ 

7. Fold the right .corner/point of the napkin over the fork, 
knife, and spoon. 

8. Wrap the left corner/point of the napkin over the fork, 
. knife and spoon and around the package. 

9. Pick up one paper strip. 

10. Wrap the paper strip around the package. 

11. Tape the strip together. 
ADDITIONAL ACTIVITIES: 

A. Make a picture chart to show instructions for non-literate 
students. Have one student show another student how to wrap 
non-verbal ly, then verbally. 

B. Write the Instructions. Have students read the instructions 
and perform the task. 

(See Decorative Napkin Folding for Beginners in the Resource 
Libraryl 

^ Project Work English 
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TASK #5 



JOB: Assembler, Quality Control 

TASK: Measure items, sort by length 

PREREQUISITE SKILLS: 

Read written measurements 

Write numbers 

Count 

MATERIALS: 

Assorted sizes rubber bands 
18" rulers or yard sticks 

envelopes labeled as follows: 4-6 inches, 7-10 inches, 
• 11-14 inches, 15-18 inches, 
pencils 

PROCEDURES: 

1. Teacher passes out assorted sizes rubber bands, envelopes and 
rulers. 

2. Each student gets one ruler, four envelopes, and a pile of rubber 
bands. 

INSTRUCTIONS: 

1. Stretch the rubber bands as far as you can. 

2. Measure how long the rubber band can stretch. 

3. Put the rubber bands into the correct envelopes. 

4. When you have finished mt.^suring all the r.bber bands, count the 
number of rubber bands in each envelop*. 

5. Write the amount. on the front of the envelope. 

ADDITIONAL ACiIVITlES: 

A. Sort rubber b«<nds further by color. 

B. Have another students come with a request slip for rubber bands. 
Have the first student fill the order. ("I need ten 7-10 inch rubber 
bands". ) 

C. Price the rubber bands according to bize. Have a "customer" come and 
purchase rubber bands with paper money and coins. 

D. Teacher gives the student a size range which signifies that the 
rubber bands have passed inspection. Student must indicate which 
rubber bands "pass" and which ones "fail". Have students count the 
totals at the end of the task and give the inventory to a' 
"supervisor". 
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TASK #4 



JOB: 



Food service. Kitchen Prep, Cook 



TASK: 



Make Jello Pie 



PREREQUISITE SKILLS: 



Read measurements 



MATERIALS: 



8" baked pie shell 

1 package (3oz.) strawberry 

flavored gelatin 
1 cup boiling water 
1 package (I602.) unthawed 

frozen sweetened sliced strawberries 



index cards 
mixing bowl 



fork 
spoon 

can opener 
measuring cups 



PROCEDURES: 



1. Teacher reviews the names all the items used to mix the recipe. 

2. Teacher hands out directions printed on index cards to pairs of 
students. (An instant coffee maker can provide the boiling water.) 



1. Open box of jello. 

2. f-mpty jello into mixing bowl. 

3. Measure one cup boiling water and pour into the mixing bowl. 

4. Stir the jello and water with a spoon until it is dissolved, 

5. Open the can of frozen strawberries. 

6. Add the strawberries to the jello and water mixture. 

7. Break up the berries with a fork. 

8. As the berries thaw, the jello will thicken. Continue tc stir, 

9. Pour the mixture*into the pis shell. 

10. Wait until the jello is set. 

11. Cut pie and eat. 



ADDITIONAL ACTIVITIES: 

A. Mix assorted fruits into flavored jello and pour into individual 
molds. These can be individual or group tasks. 

B. Mix whipped cream (cool-whip) with the jello. 

C. Use different flavors of jello and layer them in a mold. 
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INSTRUCTIONS: 



6! 



ERIC 



TASK #1 



JOB: Clerk: Shipping, Invoice, File: Quality Control 



TASK: Sorting envelopes by date 



PREREQUISITE SKILLS: 

Read dates 
Read numbers 
Counting 



MATERIALS: 

Stamp Pad 
Dater 

Envelopes stamped with various 
months & days, but same year (Can 
also be names, invoices, or packing 
lists.) . 



File Folders labeled by Month 
Labels 
.Calendar 



PROCEDURE; 



Each student gets 12 file folders, one for each month of the year, 
and an assorted stack of dated envelopes. 



INSTRUCTIONS: 

1. Find the envelopes with the same month and year. 
?. Put them in a pi le. 

3. Find the correct file folder. 

4. Put the envelopes into the file folder with the same month 



ADDITIONAL ACTIVITIES: 

A. Have the students file the file folders in chronological order. 

B. Have the students file all of the envelopes in chronological order. 

C. Stamp the envelopes with month, day, and year. Label the file 
folders by weeks (June 9-15, 1986, June 16-22, 1986. etc.) or 
quarters (May-September, 1986). Have students sort. 

D. Don't label the file folders by month, but by color. Assign a color 
to each month. Have students sort. 

E. Time the student's progress time. Give them a quota to finish within 
a specific time. 
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